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PROJECT ABSTRACT 



Title of Project: A Project to Provide Teacher Training and Resources 
for Vocational Educators of Limited English-Speaking Students 

Project Duration: October 1, 1978 to June 30, 1979 

• 

Objectives: The project has focused upon the accomplishment of five 
major objectives: 1) to inform Kentucky educators of the need for 
English as a second language (ESL) and, bilingual or ESL vocational 
programs in order to provide equal educational opportunities for 
students of limited English speaking ability (LESA) ; 2) to provide 
teacher training in ESL and bilingual /vocational ESL to interested 
educators; 3) to establish an infcvymation and resource dissemination 
center to provide educators with information regarding teacher 
training and other relevant resources related to ESL and bilingual/ 
ESL vocational education instruction, plus provide a loan service to 
disseminate educational materials (with vocational/career education ^ 
emphases) for use in programs with LESA students; 4) to conduct an 
on-going evaluation of all training activities provided through the 
project; 5) to provide an end-of-year conference on ESL and bilingual/ 
ESL \^ocational education. 

Procedures: In order to achieve the five objectives of the project, the 
project staff has carried out the following activities: 1) provision 
of five regional workshops for educators of LESA students, 2) 
dissemination of four newsletters for educators of LESA students to 
1067 recipients in the state; 3) provision of u state conference for 
educators of students with limited English proficiency; 4) update of 
a comprehensive bibliography of vocational materials far LESA students; 
5) provided a free material loan service for educators of LESA 
students; 6) provided an information center for Kentucky educators 
seeking assistance with LESA student-related problems; 7) development 
and dissemination of six evaluation instruments designed to access 
training participants' attitudes relative to effectiveness and 
relevance of project-sponsored training; 8) conducted analysis of 
evaluation data. 

Contribution to Education: The educational background of most Kentucky 
educators has not included training to prepare them to meet the special 
needs of LESA students. Since the existence of LESA populations in 
Kentucky has been documented by a 1978 WKU/BVE study, this project 
has sought to supplement the education of these editcators in order 
to increase equal educational opportunities for the state's LESA 
populations. 

Products: The following products have been yielded through this 
project: a established resource and technical assistance center 
to aid educators of LESA students; a comprehensive bibliography 
of vocational education materials for LESA students; two teacher- 
training models for vocational educators of LESA students. 
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CHAPTER I 



INTRODUCTION 



The Vocational Amendments of 1976 stipulate that persons of 
limited English-speaking ability (LESA) be provided equal access to 
vocational education. ^ One of the primary purposes of this legisla- 
tion was the elimination of inequitable and discriminatory practices 
b.iscd upon linguistic difference In vocational education programs. 
This mandate has been strengthened by the issuance of guidelines 
by tlK' Office of Civil Rights, Department of Health, Education and 
l.Vlfare, which (1) identify areas of continued discriminatory 
practices in vocational education based upon national origin and 
linguistic difference and (2) set forth guidelines for remediation 
of these discrlminatorv practices." These guidelines include tlie 
following responsibilities for all vocational education programs 
u'iuch are recipients of federal f.uuding: 

Recipients nay not restrict an applicant's admission to 
vocational education programs because the applicant, as 
a member of a national origin minority, cannot participate 
in and benefit from vocational instruction to the same 
extent as a student whose primary language is English. 
...If the Office^^if Civil Rights finds tliat a recipient . 
has denied national origin minority persons admission to 
.1 vocational school or program hc-cause of their limited 
I'.nglish language skills or. has assigned students to 
vocational programs solely on the basis of their limiteii 
llnglisli language skills, the rei'ipient will be required 
lo submit a remedial plan that insures national origin ,^ 
niiiuM-ilv students equal access to vccaLioiial education." 
...]\ a i-fcipient service area contains a community of 
national origin minority persons with limited English 
lanKuage skills, public notification must be d i ssemi na l otl 
1(1 tliat i-ommunitv in its langua.U' and must slate that 
rv.'ipiriUs will take steps to assure that tlir lack ol 
laiglish language skills will not \n- i b.irrii-r m 
acinus-;ien and par t i c i I)., t i • 'n in vocatii-nal prograi:;s.' 

for several stales tlu- i : :p 1 i r.i l : nns o\ ilu-s.' paiu'atos t .<r 
•..M-.uional .•c!ui;alion '..'vrr i i;iPK>d i a I v ..ppar.Mit, sincr thr .-xi slen- 
.: i.i;SA poiiuiati.in strat a within tli.^.-.c ..dtos v.-a .-asilv drr un«'n t e-| . 
.ia- i^.ipi'lit ions of stat.'s such as Illinois, h".is. Nov.- York, Flori.l.. 
.-.Hi New Mr.Nico .wv .-ompria'd of a iii.'.h percenlau- ot rUmio ni n. a" u i 
•ii.. ,ro rcaviilv vi';ihlo. llowoVor. l he I.l'SA populations in sfai.s 
<ueh as Konluc'kv a-e not nearlv .is larr.e and, UurL-iore, nol roadilv 
apparent. In ord^r to assess the ni'od lor an effort !n- Koniu. kv 
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vocational education programs to serve LESA populations , a study was 
conducted In 1978 by Western Kentucky University through funding ftom 
the State Bureau of Vocational Education. Through a iatatewide survey 
and subsequent, interviews, a comprehensive data base was established 

serving these populations. This study identified approximatelj^ 2256 
students of limited English proficienc;y enrolled in four types of 
Kentucky educational programs — public schools, adult and community'' 
education, vocational education and community colleges. A total of 
96 programs in 43 Kentucky communities (25 percent of all survey 
respondents) reported LESA populations residing within their juris- 
dictions and/or comprising a percentage of their student enrollment* 
The study also reported adult LESA populations in at least ten 
Kentucky communities which were not being served through any 
educational program. Although vocational education has been charged 
with the responsibility to recruit and serve LESA students, the WKU 
study revealed that, of the four types of programs surveyed, 
vocational education programs in the state reported the lowest LESA 
enrollment (N»45).^ 

Interviews were conducted by the project staff at 27 programs 
in 17 Kentucky communities with supervisory educational personnel at 
programs serving the LESA students. Many of these educators 
fexpressed a need for training and resources to assist in equitably 
serving these special needs students. Interview data revealed that, • 
4n some programs, LESA students ''were not beitig provided any 
assistance with English language learning; in other cases, the LESA 
students were assigned to special education teachers. On the other 
hand, several programs appeared to have made notable progress toward 
modifying their educational programs to accommodate the needs of 
their LESA students. Several adult basic education programs in 
Kentucky, plus the Jefferson County and Owensboro Independent school 
systems, in particular, had demonstrated notable progress in 
implementing English as a second language (ESL) programs for their 
LESA students. The majority of these programs, however, were using 
existing personnel who had no special training in working with 
LESA students. 



Need for the Study 

The 1978 WKU/BVE study established a comprehensive statewide 
data base which located Kentucky's LESA populatiotis and described 
the type of educational services available to these persons. 
Although educators in A3 Kentucky communities reported LESA populations 
residing in their programs* jurisdictions, in ir.any instances efforts 
to provide equitable education for these populations appealed 
incomplete or non-existent. Provision of vocational training for LESA 
students was Markedly deficient, based upon enrollment data, as 
vocational programs in Kentucky reported the lowest number of LESA 
students of the four types of educational programs surveyed. Although 
adult education reported the largest number of LESA students in the 
state (N « 1115), evidence of articulation between vocational programs 
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communication and cooperation was indicated among most of the four 
tvpes of programs surv.'.yed— adult education, vocational c^ducation. 
public schools and community colleges. In several communities, 

for other age level students and/or students desirous of vocational 
training apparently were not available. These inconsistencies 
Indicated the need for a plan to coordinate LESA educational efforts 
within the communities where these populations were residing. 
Trail iv.- for educators serving LESA students had been inaccessible, 
since teacher education programs in Kentucky were not designed to 
provide assistance or training in this area. In view of the federal 
mandates set forth in the 1976 Vocational Amendments, the 1978 study 
confirmed the need for provision of information and training to 
Kentucky educational personnel to better insure the state's LESA 
populations access to vocational and general educational programs 
designed to meet their special needs. In response to these needs, 
the Center for Career, and Vocational Teacher Education, Western 
Kentucky University, received conf irmatior. of funding to continue 
project activities through June, 1979. The objectives of the 1978- 
79 project have been as follows: 

1. To inform educators of the need for ESL programs and 
bilingual or ESL vocational programs in order to 
provide equal educational opportunities for lim-'ted 
Englit-h^peaking students. 

2. To provide teacher training In ESL and b il Ingual/ESL 
vocational education to interested educators. 

3. To establish an information nnd resource dissemination 
center to provide educators with information regarding 
toat-her training activities and other relevant resources 
related to ESL and billngual/ESL vocational education 
instruction, plus provide a loan service to disseminate 
educational materials (witl- vocational/career education 
i!mphases) for use in progr ims with limited English- 
speaking students. 

4. To conduct an on-going evaluation of all teacher tr. lining 
activities provided as part <if the project. 

To provide an cnd-df-v^'Ar conferenye at U'KU oii KSL 
and bil Ln};ual/ERL voi -U ionaJ' educat ion. 



])v_{ in i_tj_(in_s _o f_ l ernis 

(1) limited i:ngLish-spenklng ahilitv (LESA) - "l.iiniud Ln^'Ji^b- 

speaking ahilitv, when used in referi'nce to an indivichial nif.ins 
(a) TnJivichials who wi r.- not h-Tn in the rniti'd St.itis or 
whose native toni.;ue is a language other than Kn-.'.lish, 
and 
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§: (b) Individuals who come from environments where a language 
§j- other than English is dominant « and by reasons thereof, 

I". have diiflculties speaking and understanding instruction 

*- in the English language."'' /.J 



(2) English as a Second Language (ESL) Instruction - This is a linguis- 
tic technique designed to teach English language skills to students 
of limited English ability. It is usually taught for a specified 
number of hours each week. English is presented to limited 
English-speaking students in much the same way as a foreign 
language is taught to English-speaking students. The objective 

of this type of instruction is to make non-English speakers . 
competent in English and, by this means to enable thera to 
better function in American society. 9 

* 

(3) Vocational ESL (English as a Second Language) Instruction - This 
type of instruction is provided in English and, like a traditional 
ESL class, develops listening, speaking, reading and writing 
skills. However, vocational ESL differs from ESL in that 
language objectives are contextualized into work-related 
situations; that is content used to teach language skill's is 
vocationally oriented. The goal of this type of program is 

to achieve language and content goals concurrently, thus reducing 

time requifed~for LESA students to overcome unemployment and 
underemployment . ■'-P 

(4) Bilingual Vocational Education Instruction - This type of " 
instruction uses the primary language to facilitate the acquisi- 
tion of the target language. It also uses the first language, 
and then the target language, to teach other than language 
skills (e.g., math, clerical skills, repair operations); it 
relies less on the first language as second language proficiency 
increases. Iii instances where the teacher is not bilincua]^, 

a bilingual teacher's aide/interpreter may be utilized. 

(5) Life Skills Instruction - A structured teaching and counseling 
approach designed to assist limited English-speaking students in 
acquiring the psychological and social skills for coping with 
the Interrelated problems of living encountered in tx-aining, on 
the job, in the home, and in the community in American culture. 
The individual life problems of limited English-speaking students 
are developed into a comprehensive list and categorized. A 
syllabus of problems to be covered is then organized; the 
majority of the problems will most likely fall into one of the 
following five categories: 

1) Managing a career 

2) Developing one's self and relating to others 

3) Managing hom^ and family responsibilities 

4) Managing leisure time 

5) Exercising community rights, opportunities and 
responsibilities 
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Learning experiences* are then provided which' frame the problem in 
-I :not I \/.ntionally arousing way^ dignify what the student already 
KMOws about tlie nroblem-task, and what he/she needs to know for. 
mastery of the task and give him/her experience in translating 
this knowledge Into action. 

(6) UnV - The abbreviation for Western Kentucky University. 

(7) BVL - The abbreviation for the Kentucky^Bureau'of Vocational 
Education. / 

(8) CCVTE - The abbreviation for the Center; for Career and Vocational 
Teacher Education at Western Kentucky University. 



Limitations of the Study 

• 

(1) F'rimarily due to time constraints, field testing of evaluation 
instruments developed for this study was prohibited. Tn lieu of 
field testing, evaluation instruments were subjected to review 
by a. panel of educators at Western Kentucky University who were 
knowledgeable in the area of instrument development. Constraints 

^ of time also prohibited rigorous testing for reliability and 
validity of the instruments developed for this study. Th^ 
evaluation data should therefore be reviewed within the bounds ot* 
these limitations. 

(2) Tn reviewing 'evaluation data for both the state conference and the 
regional workshops the reader will note that reported attendance 
figures are larger than the number of persons completing evaluations. 
Since evaluation forms were distr ibuted at completion of the 
training, participants who left training sessions early were unable 
to complete evaluations. Job commitments and family responsibilities 
were reported to the project director as the reasons for early 
departure, as opposed to any displeasure with tlic training. Sinc^e 
tlie conference extended over a period of three days, this occurred 

. with higher frequency than with the workshops. Although the 
evaluation data should be examined with this limitation in mind, 
it i:5 the feeling of this author that they can be safely generali/.ed 
as reflective of 'overall response to project-sponsored training. 






METHODS AND PROCEDURES 



I 

In accordance with the five major objectives of this project, 
the alm«of this year's activities ha's been to familiarize state 
I'dugators serving LESA populations with the, need for appropriate 
proi^^riim modifications, offer resources and training, and evaluate 
the effectiveness and value of this training. The five major 
objectives of 'the project are listed below, followed by deArriptions 
of the ^^ictivities involved in accomplishment of each objective: 

Ob.ioc t i ve I: To ^injo^nn jedu^^ 

hlTTiiguaT^ 1^1 LY-^l^'JlLLilPill jn-ograms in i\rcler_to J^roy^i d^ejlliijll, 
eduoitional opportunities for LESA students . ' • 

A. . a' project workshop staff comprised of the project director 
-.lus KSL and cross-.:ul tural specialists ha?? provided .five regional 
' H-or'kshops across the state of Kentucky. The primary purpose of 
Lhese workshops was to emphasize the need for educators to adopt 
i.^h ai'id bil^ingual/l.Sl. vocational teaching approaches .in working 
w:th^ their I.ESA students. The rationale 'or t'he primary emphasis 
iin^.n ESL teacher training j^as b<ised upon the ^1978 U'KU/BVF. study 
v.iiLch revealed that the LESA populations within the state were 
v-.enerallv comprised of persons of varyint^ linguistic and n/itlonal^ 
Origin backgrounds. In view of tijs finding plu'^ the rec(\i»n i /ed^ ' , 
:aci that the majority o( KiMUucky*s tcAc-hers arc mcuiolingual 
(Kngl ish-speaki!i?i) , tiie pro ject directc^r (and V.iMisul tant« hired tc^r 
training!) i^oncurred that the most . i)rac t lea 1 approach for training 
r.tate educators was to stress adulation of j-.Sl. (!;ngl ish as i second 
language) teaching bv existing st.i:'t as opposed lo traini^iv. or. 
liiring teachers for b i 1 ingua 1 /niu 1 1 i ! ingua 1 education. Thu mixture 
o\ 1 itiguist ical ly diverse studei^ts jn Kentucky classrcnnns <nul t Me 
intn)ss ibil i ty of icUMitifving mulLi lingual teacliers made the 

i 1 ingual fduf.it ion apprt^aeli cM!-)lfi r 1 v infc'asible. In instancies 
v;:iere pupils*liad minimal Kngli-li prof ic it-ncv and \'or c-cumsr 1 i nr •■ 
.-.uidance purposes, ti'cluuciues loi* u : i nj*. b i..li ngua 1 tcMrht^r.*-/ aidv" 
( : :Uerpret*'rs) wrc nrtnnchM 'or trainin;i i)art ic ipanl s. 



iMie i' i Vi- pri> )e<*t-:-.p'ins<)rfd v;(> 
site's on tlu- dates specilird: 



rksh(^ps v;<re lie Id a^ tlu foil 



ow 



1 luuarv 1 
•■.-l^raar* 1 
I'rbruarv 2 
ii'bruarv 2 J 
l\ hruarv 2 5 



Padufah ( « ^miun i t i*i 
I tx J U'.'t "Mi-IfX i iv.t en 



i • 'C ! 



m i .* 1 1 I n^-.f i t utf 



Loui.svil 1(»-IIp1 icL-r.- I p.n-l')ardsti>wn Koad 
Ash 1 anci-(irt^enbo I.aki^ Stati l.o<ij\e 
I'c^v i ngtvMi-Thomas !lort' (*o 1 1 i\c.c 
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Selection of those five locations was based upon the findings oi tne 
1978 WKU/BV?: survey, which indicated that these sites were accessible 
to the tnajorlLy of the programs reporting LESA i^opulations . 

An intensive effort was carried out by the project staff to 
notify educators in Kentucky about the workshop. Workshop publicity 
was provided through the first project newsletter, DIRECTIONS, which 
was dissemfuated statewide to 1067 educators. The copies of the four 
project newsletters are foupd in Appendix A. (Newsletter mailing 
list is provided under Objective III, p. 10.) In an effort to promote 
workshop attendance, the project offered full reimbursement of travel 
"expenses and meals to all participants. 
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The workshop staff was comprised .if the project director and; two 
consultants. Dr. Ronald Eckard and Dr. Carlev: Dodd, faculty membtirs 
at 'A'estern Kentucky University. (See .consul tants ' vitae, Appendi,^^B .) 
Three planning sessions involving the workshop staff were held prior 
to workshop implementation. Responsibilities for the training^ com- 
poiient.s of the workshop -were assigned as follows: 

Description of \KV 1979 project functions and 

findings of 197.8 study Project Director 

Description of suggested models for various 

types of programs enrolling LESA students . . ..Project Director 

ESL methods and procedures . . •.• • • Eckard 

Cross-Cultural Communication I^i^- ^odd 

Bilingual/ESL vocational education Project Directd'r 

Life survival skills . . Project Director 

(Counseling com- 
ponent) 
Dr. Eckard 
(Survival English 
Component) 

i:ach workshop was five hours in duration plus a one-hour break for 
luncli. Each part ic ipant, was provided an evaluation packet, and, as 
each training component was completed, participants were asked to 
i!valuate that section of the workshop. At the end of the dav's 
training, the part icipants- were then asked to complete an overall ^ 
workshop evaluation. All evaluations were completed anonymously in 
an effort to promote frank resp.inses. 

Following each workshop, evaluations were rcviewe<i by the project 
director with special attention to anv vv'orkshop weaknesses indicated 
bv participants plus their sug,uestions for improving; the quality of 
the v/orkshop. ' However, since the majority of the evaluations were 
highly positive, few modifications in workshop format or training 
techniques were necessary. 
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Examples of supplemental material for the workshops are provided 
in Appendix C. These include diagrams of suggested program models, 
outline of discussions for the ESL and cross-cultural communication 
training components, supplemental bibliographies for "^^^^SL training 
component, and supplemental material for the vocational ESL and life 
survival ^kUls section. A brief description of each training session 
is provided below: 

Program Models (approximate time allocatio n - 20 minutes) , 

Three types of program models, or designs, were discussed: 

1) Elementary or secondary school 

2) Vocational center with learning center coordinator 

3) Vocational center (no learning center coordinator), ^ 
or an adult education program 

Each of these suggested models outlined an interdisciplinary qpproach _ 
for LESA language instruc|^on, involving at least one ESL teacher 
counselor, oi>^ional bilin|lxal aide, and, in the Last two models, the 
vocational fnstructors . The proposed responsibilities for each of 
these educators were illustrated by the models. (See Appendix «C.> 
Tlie importance of mutual cooperation and communication among aii 
personnel involved in these models was strongly emphasized. 

L— Me t hods and Pro ce dures (one and one-ha lf hour) 

Various methods of second language teaching ^^^'-^ ^^^^-^^ ^!;''"'^ „, 
thi. section along with techniques for assessing the levcl(s) of T ESA 
students' English proficiency. Strong emphasis was given the point 
tliat.ESL instruction should be based upon the needs of the ^ ^d^^"^^; 
(Fxanplo: Does the student need ESL instruction to enable him to enter 
college, g-f a .iob," enter vocational training and/or carry out c a 1> 
responsibilities, such as shopping, getting -a ^^^\^'\\\^\'''''^:^^^^^^^ 
on the telephone, etc.?) Specific techniques to facilitate var ous 
• tvpes of. language teaching were outl i led., and_ lists of recommended LSL 
materials were provided to participar ts. 

( : r i» s s - ( ; u 1 L u ral Com mun icat Lcni (one Inn i r_)_ 

This discussion included an .-.aminat ion of varying tvi)es of 
lu-n-verbal behavior demonstrated hv ium-sous of differing cuUurL-s. A 
discussion of teaching appropriate behavior for American culture vas^ 
Included, alom; with suggested metheds of handling cultural blund.- s 
mad..- by LESA students and educ.-.Lor:. of LKSA students. 

\'cH-a tj_ojia^l_ _LSL_ j(_4_5 mj.mi_U;5;) 

One topic which was discussed during this section was tlu' 
rationale for implementing a vocational KSL program; i.e. these 
programs are needed lor studculs who at. In nt-ed ol exiudilcd lanr.uT 
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Icaruluft to get a job due to their economic circumstances. Methods 
for modifying and adapting vocational materials for LESA students were 
Chen descrij»od. The use of a bilingual aide (para-professional) was 
also discussed, along with suggested sources for bilingual aides, the 
role of the aide, and desirable personal/professional characteristics 
of the aide. 

Life Survival Sk i lls Instruction (one-half hour) 

'One of the primary emphases of this section was the necessity for 
identifying the basic survival skills needed by LESA students. The 
suggested approach to this need was an interdisciplinary effort of the 
counselor and the ESL teacher. A model for a life skills program with 
a counseling and language component was provided to the participants, 
(See Appendix C.) The discussion leaders stressed that vocational 
and/or academic success would be difficult or impossible for LESA 
students whose basic needs were not being fulfilled. This was 
further illustrated by a brief discussion of Maslow's Hierarchy of 
Needs. Suggested approaches for life survival skills counseling were 
then set forth, including the use of the bilingual aide for interpreting, 
when needed. Following this, a discussion of suggested activities' for 
teaching "survival English" was provided, which included role-playing 
exercises and field trips. 

B. Also in accordance with Objective I, the project director has 

made a concerted effort to disseminate information on project 
objectives and activities via publications and presentations. In 
addition to the project newsletter, three articles have been 
submitted for publication; two articles have been published thus 
far. (Articles in Issues in Education and KVGA Newsletter have 
been published (see Appendix D) ; an. article for E D NEWS is 
forthcoming.) The project director has also appeared on a Kentucky 
Educational Television program, ">Iew Shapes in Education," during 
which the findings of the 1978 study were discussed along with a 
description of 1979 project objectives and activities. 

Objective II: To provide teacher training in ESL and bilingual/ 
vocational ESL to interested educators 

In addition to' training described under Objectives I and IV, th(^ 
following training has been publicized through the WKU project: 

A. Due in part to interest generated by workshop participants, 

Western Kentucky University has approved an ESL teacher training 
course to be initiated during the summer semester of L979. A 
vocational teacher training component will be offered as part of 
this course; this component will be designed and presented by 
the project director. This course lias been publicized throur.li the 
project newsletter (See April Newsletter, Appendix A) and announced 
at the project-sponsored state conference. Names of other state 
universities offering FSL teacher training were also provided to 
conference participants . 
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B. Although not sponsored by the WKU/BVE project, a workshop 

sponsored by the Miami Lau Assistance Center for the Jefferson 
County Board of Education and other interested educators from 
the. state of Kentucky was publicized through the project newsletter. 
(See Appendix A, February Newsletter.) 

Objective III; To establish an information and resource dissemination 
center to provide educators with information regarding teacher training 
and other relevant resources related to ESL and bil ingual/EST. 
"vocational education instruction, pl us provide a loan service to 
disseminate educational materials (with vocational/c areer education 
emphases) for use in programs with LESA students. 

» 

A. Four project-developed newsletters were published and 

disseminated to a total of 1067 educators in the state. (See 
Appendix A.) Kentucky educators receiving the newsletter included 
the following: 

1. All school superintendents 

- 2. All vocational school directors 

3. All vocational regional personnel 

4. All special vocational instructors 

5. All vocational learning center coordinators 

6. Regional and vocational center guidance counselors 

7. Regional guidance supervisors for public schools 

8. High school principals 

9. Directors of "all ESL programs in -state 

10. All positive respondents to 1978 WKU/BVE survey 

11. Directors of all state university ESL teacher training 
programs 

12. All state community college directors . 

The primary functions of the newsletter were to provide:^ 

1. news and publicity about related training activities 
in Kentucky (both proj ect -sponsored and othprs) 

2. information on resources and assistance available 
through the WKU/3VE project and other sources 

3. ideas Cor program implementation and /or improvement. 

B. As part of a continued complementary effort wifh the University 

of Keiitm-.ky Curriculum Development Center, the WKU/BVE project has 
provided a free material loan service to programs enrolling LF.SA 
students. Resources availnl-te through this service consisted of 
curriculun materials acquired through the 1978 project. plus 
additional supplies purchased tlirough the 1979 project bvidget. 
These resource materials consist primarily of the following typ.?s 
of curricula: 

1. ESL and bilingual materials (vocat ional /career education 
emphases) 

2. Cultural awareness materials 

3. Life survival skills materials 



A list of these materials is provided in Appendix E. A copy of 
this resource list was provided to all workshop and conference 
participants. The mcitetlal loan service was also publicised 
tlirough two articles in the project newsletter. (See Appendix 
A, December and February Newsletter.) 

C. Ihe project staff provided assistance to vocational regional 
directors regarding LESA population figures required for thier 
annual reports. Data from the 1978 survey were compiled by 
vocational regioas upon request from the regional directors. 

D. As part of the 1978 study, the project staff compiled a 
bibliography of vocational materials appropriate for use with 
LESA students. During the course of this activity, it x^as 
discovered that a paucity of work existed in this field. Therefore, 
the 1978 bibliography stood as one of the most comprehensive works 
of this type available. In an effort to maintain currency, the 
project team has. updated the bibliography during the 1979 project 
period, using essentially the same contact and follow-up procedures 
outlined in the 1978 report. In order to avoid duplicative 
printing costs, printing of the bibliography was postponed until 
alter the 1979 update. The finalized version of the bibliography 

is provided as a supplement to this report. 

All x^7orkshop and C9nference participants were provided copies 
of the bibliography upon request. 

Objective IV: To conduct an on-going evaluation of all teacher 
training activities provided as part of the project . 

A. In order to measure training recipients' attitudes toward the 

quality of training provided and to monitor suggestions for 
improvement of services, six evaluation instruments were developed 
for this project. Four of the instruments were designed to 
evaluate individual training components of the regional workshops. 
Che remaining two instruments were designed for overall evaluation 
of 1) the regional workshops and 2) the state conference. 

The design of the five workshop instruments included use of 
Likert-type scales to access participants' attitudes regarding the 
training provided. Open-ended questions were also incorporated into 
the design of each instrument which were primarily used to access 
• participants' suggestions for improvement ■of training and/or 
identify further topics which participants felt should be 
addressed. The four instruments for evaluating separate workshop 
components were identical in structure except for the headings. 
For identification purposes, these instruments were printed on 
four different colors o-.f paper. Examples of all workshop 
evaluation instruments are provided in Appendix F. 
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In lieu of field testing, which was prohiblEed by tlmr 
constraints, the first drafts of these instruments were submitted • 
to a panel for critique. This panel was comprised of eight 
educational researchers at WKU plus the director of the Special 
Vocational Functions Unit and the coordinator of ^^e Research 
Coordinating Unit In the Bureau of Vocational Education. 
the panel critique, the designs of these instruments were modified 
based .up'cn the panel's recommended revisions. . 

For the workshops, an evaluation packet was compiled for each 
participant. These packets contained an evaluation form for each 
of the four major workshop components plus an overall workshop 
evaluation. Each participant's packet and its contents were 
assigned a unique number in order -to keep each set of evaluations 
intact and to permit ease of identification. As participants 
completed each evaluation form, they replaced , the form into their 
evaluation packet. All evaluation packets were completed 
anonymously and wore, collected at the completion of each workshop. 

The conference evaluation form was designed to raeasurQ- 
narticipiints' attitudes toward effectiveness of training and 
relevance to their needs, obtain input on positive and negative 
aspects of the training, and access perceptions regarding further 
urogram needs. Participants were asked to respond to eva uatlon 
Items on Likert-tvpe scales plus answer three open-ended items. 
■ An example of the conference evaluation form is provided lu 
Appendix G. 

All evaluation data have been compiled and tabulated, and 
these data are presented in the Findings section of this report. 

C]bj.^-t i_ye V:_ _ Tc. j2rpv,idc^an_^^^^^ IL^-kjiil^ 
b i I'i nguaJ/jCSirVocji t ijMl^LLil'^^li: • 

Interest and support for a state conference for educators of 
IKq.\ students were generated during t;,e UHQ proiect througl) response 
to specific worksliop evaluation items and through response to a 
project newsletter conference support article. A strong effort to 
promote attendance bv voc-a.tional education personnel was made by 
•p.th the project staff and BVK personnel. This effort included the 
it' '.lowing activities: 

1. I'rovisi(M-i of BVE fund in- to assist, with participants' 
travels expenses ($66 maximum). Althougli attendance by 
fducators from othi-r programs was welcomed, prii>rity 
for reimbursement was assigned to state vocational 
educat ion personne 1 . 

Publicity tlirougli project uvws letti'r. The April 
newsletter featured an article with general information 
about the conference (datrs, pi act-, travel rr imbursemmt 
information, course credit, and registration lorm). 
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(See April Newsletter, Appendix A.) The May nuwsloL tor 
was entirely devoted co publicity and information regarding 
th'> oonference. (See May Newsletter, Appendix A.) 

J, Lttters Lo regional vocational directors. The tilrector of 

thr Spei-ral Vocational Functions Unit in the State Bureau 
oi Vocational Education sent letters to all regional 
vocational directors informing them of the conference and 
urging teams of vocational educators from each region to 
avail themselves of this training opportunity. 

The program for the state conference was designed in accordance 
with the following primary objectives: 

^ 1. to assess Kentucky's progress during the year toward 

providing equal educational opportunities for its LESA 
populations 



to examine problems encountered during the year and . 
examine possible solutions 

3. to provide additional training in: 

a) ESL 

(1) teaching strategies 

(2) curriculum development and/or selection V 

b) Bilingual/ESL vocational education: 

(1) teaching strategies 

(2) curriculum development and/or selection 

c) to provide training in dealing with cultural 
diversities encountered in teaching students 
from other national and/or ethnic origins 

d) to provide training In life/occupational 
survival skills instruction for limited 
English-speaking students 

In designing the conference program, the project staff relied 
heavily upon training suggestions from workshop articlpants which 
wt-re garnered from previous training evaluations. Two of thi-se 
recommendations were inclusion of 1) information/training on 
immigration and citizenship guidelines and 2) guidance and counst-lin^- 
procedures for LESA students. (It was felt that other training 
recommendations were covered by tlie existing proposed objectives.) 
Therefore, coverage of these two addltiunal topics was added to the 
existing conference objectives. 



The staffing for the conference was comprised of, the project 
director, twelve resource persons from within the state, and six 
consultants with expertise/experience in specific areas. Dr. Norman 
Ehresman, .Director of Edup-'tion Services at Western Kentucky 
University, provided welcoming remarks on behalf of the university , 
Representatives from four Kentucky progra..is serving LESA 
students were enlisted to provide program reports for the conference. 
These programs had been visited by the project director as part of 
the 1978 study, and it was felt that information-sharing from program 
representatives might be of interest and benefit to other participants. 
In order to assess Kentucky's progress within the past year in regard 
to LESA education, state-level representatives from four program areas 
were asked to participate in a conference panel report. These • 
included three representatives from various units of the State 
Department of Education — vocational education, elementary and 
secondary education and adult education. The director of ESL 
instruction at WKU was the fourth member of this panel, and reported 
on the status of LESA education in Kentucky higher education. The 
director of the Kentucky Bureau of Immigration and Citizenship also 
consented to participate on the conference program to orient 
.ionference participants in regard to regulations on citizenship 
requirements, student visas, and related topics. 

Vltae for the sij< consultants hired for the conference are .. 
provided in Appendix B. Each of these persons possessed extensive 
consulting experience and/or professional expertise in the topic(s) 
which they were asked to address during the conference. The 
consultants and their assigned areas of training responsibility for 
this conference are listed below: 



Ms. Jodi Crandall 
Consultant in Writing 

and Linguistics 
Center for Applied Linguistics 
1611 North Kent Street 
Arlington, Virginia 22209 



English for Special 
Purposes; Teaching 
Culture to ESL Students; 
Sources of Help for 
Your Program 



Dr. Nap DuFault 
Superintendent 
Ellzabethtown City Schools 
Elizabethtown, Kentucky 42701 

Dr. Ronald Eckard, Director 
English as a Second Language 
Western Kentucky University 
Bowling Green, Kentucky 'j2101 



Opening Address: 
"Bilingual Education: 
More Doubletalk?" 



Kentucky's Present and 
Future Status in Educa- 
tion for lESA Students; 
Sources of Help for Your 
Program; KSL Mini-Worksl op 



Mrs. Mary Ann Kearny 
English as a Second Language 
Western Kentucky University 
Bowling Green, Kentucky 42101 



Sources of Help for Your 
Progran; ESL Mini -Workshop 
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Or! vIoAnn McCarthy, fiirector Sources oi Ht^lp for Your 

Bilingual Vocat*ional Education Program; Vocational HSL 

'PraJ.'/r Tralninj\ Program Mini-Workshc^p 
bopartiijnt of Curriculum and 

Instruction 
2n DoCarmo Hall ' 
Illinois State University 
Normal, Illinois 61761 

Dr. John Waidley, Director Sources of Help for Your 

Bilingual Vocational Guidance- Program; (]uxdance and 

Education Project Counseling for I-KvSA 

Eastern Michigu^n University Students 
Ypsilanti, Michigan 48197* 

The following resource persons from Kentucky served as contributors 
to other sections of conference program: 

Mr. Harry Baker 
• Consultant 
Division of Adult Education 
State Department of Education 

Mr. Lou Perry 
Coordinator 

Research Coordinating Unit 
Bureau of Vocational Education 
State Department of Educat ion 

Mr. Tcny Koester 
Consultant 

Divisioti of Program Development 

Statu Department of Elementary and St^condarv Education 

Ms. Emmie Rein 
Bil ingual Special ist 
Jt'fferson County Schorrs 
Louisville, Kentucky 

Mr. Charles Black 

Assistant D i r e i * t o r 

Eavette CiHUiLy A hi 1 L Educalion 

Lexington , Kentucky 

Ms . Roberta Sha in 
ESL Instructor 

Favette County ABE/i:S[. Pro>iran 
Lexing t on , Kent uc ky 
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Ms, Jacquelyn Milman 
ESL Instructor 

Fayette County ABE/ESL Program 
Lexington, Kentucky 

Ms, Karen Mclntire 
Title I Coordinator 
Owensboro City Schools 
Owensboro, Kentucky 

Mr, Buell Snyder 
Assistant Director 
ABE/GED Programs 

Jefferson County Board of Education 
Louisville, Kentucky 

Ms. Carol Mudd 
Coord inator 

Talbert Continuing Education Center 
Loui.^villo, Kentucky 

Ms, Harriett Keller 
ESL Instructor 

Talbert Continuing Education Center 
Lou i s V i lie. Ken t ucky 

The Continuing Kdiication Ctnter on the Western Kentucky IniversLty 
campus wab designated as the sit»^ for the conference. The dates and 
timo^; for the conference were from 12:00 p.m., June ft, to 12:'K) p.m., 
June 8. A schedule of conference activities is provided below: 



June 



12: 00-1.2 : )0 



Ri'gist rat ion 



12: '30 



1 :()0 



Welcome 



1 :00 



1 :M) 



Icebreaker e:<t:rcises 



\:V) 



Opening Address: 

"Bil ingual Kducal: ion: Mon^ DouhloLalk ' 



2: 4:) 



3:00 



Coku break 



^:00 



I\ine 1 n i j;r isr. icMi 

'M;entiickv\s I^rL\^;ent and l-iilure Status In 
KduealicM: for Ll-SA StndeiiLs" 
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■Tune 7 

>x:00- •' : '3'.) Coff u-f and douKhnuls 
H : "30- 1.0 : 00 "KnfUlsh for Special Purposes" 
10:uU-lO:15 Break 

10:1.5-11:25 Reports from Kentucky Programs 

(Participants cliose one from eacl^ t inu- period) 

1st time • 

period 1) .lefferson County Schools Bilingual/r.Sl. Program 

lO": 15-10:45 2) Fayette County ABE/EvSL Program 
10:45-11:35 Break'.. 

2nd t ime 

per Lod ^ 1) Owensboro City Schools KSL Program 
10':55-T.lT25 2) Louisville ABE/IRAP Program 

11:30-12:43 Lunch 

12:45- 2:15 "Teaching Culture to luSL Students" 

2:15- 2:30 Coke break 

2:30- 3:15 "Immigration and Citi/^enship 

Information for Educators" 

3:15- 4:15 "Sources of Help for Your Program" 

Juno 8 

cS:00-- 8:30 Cc^ffc-e and douglinuts 

S:30- ^^:-4r) ^'Cuidanct* and Cuunselin;.; lor I.KSA StiiulLMiis" 

^> : A ^) : "^3 Break 

9:'33-]l:^^5 M in.i-Wc^rkr^hops (Part i r i pants chose (un*) 

i) ''It Work.s!: 'Iried and True ilSL Tfxts and 
Techn i fjui'S** 

J.) "Vocat icmal Kduration — Adaplinu Your i*ro>;rani 
and Materials fnr I.KSA Students'* 

1 1 r)')-12:n"> Break 

I2:()3-1J1: U") Conference Wrap-Tp 

I'va 1 uat Ion 

Rc Lmbursenu'n t Triu'eduri.' 




A brief overview of the major conference sessions Is provided In 
the following section: 

Opening Address - "Bilinft u ^l Education; More Doubletalk? " 

A short history of bilingual education was provided in this speech 
by the consultant. Dr. Nap DuFault. The transitional and maintenance 
approaches to bilingual education were defined "and ^^^P^^^^* /^^^sis 
altitudes on the part of federal agencies were discussed, ^^^h emphasis 
made that transitional bilingual education P^^^g^-J.^PP^^^, ° ^.^J^^ded 
ceiving stronger support by the current administration. Also included^ 

in this address were descriptions of the ^P^^^^^ %Pf ^^^^^^^^^^^^^^^^ 
in designing a bilingual education program. A period for participants 
questions was provided at the conclusion of the speech. 

P anel Discussion - "Kentucky's Present and Future Status in Education 
^for ^ESA Students ." 

• This panel featured reports from state department personnel from 
three educational areas-vocational education, adult education and 
elemental/secondary education. A report from higher education was 
p ovided by the director of ESL at Western Kentucky University Each 
member of the panel related what the present ^^atus of LESA education 
was in his respective area. Some of the features of these reports 
w"e ]) as of 1979-80 school year, the Kentucky program o studies 
win inc ude ESL instruction for grades K-12; secondary students may 
riceiie up to 4 units of credit for ESL instruction; 2) supplemental 
(30;- optional) curricuLum funds for public schools may be used as of 
1979-80 to purchase ESL materials; 3) in 1981, with the new adoption 
of public school textbooks, textbook funds will ba appropriated for 
purcha e of ESL materials, where needed. The state wi 1 advertise 
Tor subnussion of bids by ESL textbook publishers; 4) J-g f^ 

available from the. Bureau of Vocational Education ^ 
LESA vocational Instruction; 5) the BVE encourages i^^^-P^^^f 
. cooperation/articulation in provision of equitable vocational education 

for LESA students. 

Kngli l!]_-l2I-JiP.gi^^--^ P urposes 

Consultant Jodi Crandall discussed the differences between ESL 
(English a a Second Language) and ESP (English for Special Purposes) 

; truction. So.e ESP programs .ited and describe^ T'^orthis Te tion 
English and survival English. Supplementary materials for this section 
are provided in Appendix U. 

Rep or t s_ n^.MrJvo n UickY_lliI?^i:?ill:'^. 

Representatives from four state programs serving 1 ESA students 
reported on their program design, funding sources and discussed 
leaching strategies/materials used in instruction of these students. 
The designs of these programs were diverse and served varying dge- 
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level students. They Includtd « Title VII bilingual education 
program at the elementary and saeondary level, a vocational training 
program for adults funds[d .through IRAP (Indoohlnaae Refugee 

Assistance Program), an ABE/ESL program, and an elementary/middle 
school ESL program provided through Title I funding. 

Teaching Culture to ESL Students 

Various culturally-sensitising exercises for LE8A students were 
•Included In this session ^of. the conference, which Included exercises 
for teaching appropriate "body language" and standard socially- . 
accepted behaviors for various situations. Also discussed were 
sources of culture- awareness materials for educators. Supplementary 
material for this conference component Is provided In Appendix I. 

Immigration and Citizenship Information for Educators 

The state director of the Bureau of .Immigration and Cltlsenshlp 
provided Information regarding requirements for cltlsenahlp, LESA 
student employment, and student visas. A question/answer session,' to 
address participants* specific concerns was Included as part of this 
presentation. , . 

Sources of Help for Your Program 

t 

On the first day^of the conference participants were asked to 
Identify an area of LESA education In which they needed help' and 
Information. - These needs were accessed through an Input sheet which 
was distributed to all participants. These doncems were compiled 
Into a list of topics 'which were then addressed by a panel of all 
consultants during this section. An example of, the Input sheet and 
the resultant list of participant concerns are provided In Appendix J. 

Guidance and Counseling for LESA Students 

The consultant 'for this session. Dr. John Waldley, Is director 
of a bilingual vocational guidance project funded by the U.S. 
Office of Education. During this conference section. Dr., Waldley 
shared a bibliography .of guidance and career education materials 
which was a. product of this project. An annotated version of this 
bibliography is available upon request from the Eastern Michigan 
project. (See Appendix' K.) A film illustrating cultural stereotyping 
and "culture shock" • entitled "Charlie Squash", produced by the 
Canadian Film Board, was also presented. Also included in this 
presentation was an exercise which was designed to Illustrate the 
influence of educators* expectations and confidence for LESA student 
success. ^ 
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Mini-Workshop; ^^Tt Works t t Tried and True E5L Texts and Techhlqu^g* ^ 

This training section focused on provision of material, informa- 
tion and practice in techniques which thQ k:onsultants had found 
effective in their E^L teaching situations ♦ Training focused upon 
resources and strategies for teaching "four language .skills'; reading,^ 
writing, pronunciation and grammar • Activities included practice in 
use of jazz chants for pronunciation teaching and evaluation of 
student needs by listening to a tape of a LESA student's conversation, 
tallying errors and deciding what the major ESL objectives for that 
student should he* 

M ini-Workshop; Vocational Education— Adapting Your Program and ^ 
Matj ^rials "f or LESA Students 

Strategies for adapting vocational education instruction tq 
serve linguistically diverse students were discussed In this training 
section. Methods and resources for modifying vocational curriculum 
materials were supplied, along with guidelines for using a bilingual 
alde/interpteter . Methods for evaluating reading .levels of materials 
were also covered, along with strategies for assessing cultural biases 
in vocational materials. Supplemental material for this component is 
provided in Appendix L.. Also used as supplementary material for ^this 
discussion were the WKU-developed workshop materials on use of a 
bilingual aldt: and adaptation of vocational materials, for. LESA students 
(Seo Appendix C) • 
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^' ANALYSIS 'of PROJECT FINDINGS 

In accordance with project objectives, six training activities 
were offered through this project. In addition, an information and 
resource dissemination unit was made available to state educators of 
LESA students through this project. 

In order to report the attitudes of training recipients toward 
the qu.ility of the workshops and state conference, evaluation 
instruments were developed to access participant attitudes regarding 
the quality of training offered through the project and the perceived 
degree of relevance to their program needs. 

■ " Furthermore, the functions of the LESA information/resource 
unit at WKU were documented by the project . staff in order to monitor 
the various agencies/programs served through this 'project component. 

This section of the report will present both the results of all 
training evaluations and an account of the various services provided 
through the inf ormat ion/resourcu unit. 

Worksllop F.valuation FinjJ._nj^ 

Kacli workshop participant at the five regional workshops was asked 
to complete five evaluation insLrumcuts— one overall worksliop evaluation 
and four evaluations of individual workshop components. The findin>;s 
from these tico types of evaluations will be examined separately. 

!•■ i nd i ngs I'.ased Vvou Overal !_>j'.>r_ks!u>j-'_ J.->'jil ^i.-^t ion Data 

or the total 81 persons v^/ho attCtHied these trainint'. sessions, 7.H 
persons totvillv or partiallv compU'tcil their evaluation packets.. 
Koiu-esentat ives of educational programs f mm ] ) Kentucky communities 
.ittended these workshops. (AshlaMci, ila t 1 e t t sburg , CovingtcMi, Morcncr, 
Ft. Mitchell, Frankfort, Hi>^hlan-.i Heights, Lexington, houisvilU", 
Morehoad, J^Iurrav, Paducah, and Richmond.) An exam i na t i '.>n ot tlie tvi-s 

(ducators attending tlu- fiv, .vc^rl.sluM's n-vi-als that the largest 
number of par t i c ipants . ••verc from .kiuI t education (N = ;^7), foll(n,;cd I.- 
roih-eSL.ntatives from, higher education (\ = 2\ ) . Participants I rom 
"other" tvpes ..'t i)rograms comprised the no:::, ianv'st r.rmip (\ - 1)). 
These "(^tlier" programs inchuied seven -raduatc .stuck'nts and viyMi 
representatives from a county cxtcnsitMi honv economics program. 
He'-.rescntation from vocational educ.it ion and iuiblic scluu^l pro>.\rar,s 
v^^as tho lowest, with each of thesi- tvpcs (^f programs yielding a tot.il 
of nine participants for the worksh<M^s. Table 1 providcvs a b eakdown 
of the number and tvpe of i^art ic ipants for each of the workshops. 



TABLH 1 

WKU/BVK Workshops: Sites, Dates and Number and Typo of Pari ic Lpants 



Proj^rams RepresentL-d : 



Site and Date 


Number of 
Participants 


Aduit 
I'Mucation 


Vocationa 1 
Education 


Publ ic 
School. 


1 

Kducat ion 1 


OLlH C 


Padiu\Jh 

Pndiuvih Cinnnuinity CoIU^ta* 
January 19 




11 


1 
i 

2 

I* 




i 

t 

1 

1 

t 


0 


LexiiiRtc^n 

Lexin>^ton TecMuucal Institute 
February 1 


IH 


2 


\ 
i 
1 

! 


2 


i 


1 

• 

^ • • t 

1 


»J 


Louisvi 1 K* 

Holiday Inn-l>ardstown Koad 
February 2 


27 

- . - • — - — - 


h 


i 

! 

1 

1 

1 - 




i 


1 

I 

1 M 

j 

1 

4- ' 

1 

i ' 


f 1 


Ashland 

Gr^onbo I.ako Stntt^ Lodju- 
February 22 


1 1 


'\ 


1 

i 

( 

! 

t 
1 


0 


j 

! ^) 
I 

I . 
i 


1 
1 

i - 

i 


i) 


CovinvUon 

Thomas M(^n^ Col 1 i.'yy 
Ftd)ruarv ^2^ 

Tt.tal N 
^ X At t iMuianct' 
! or workshc^ps 


1 I 

SI 
1 h . s 


j 

1 
1 

1 


1 

i 
1 
! 

t 

t 

• 
1 

1 


I 

u 


1 

1 

1 

n 

I 


1 
1 

1 

j 

\ * 
1 

i 


i 

















o 

ERIC 



ERIC 



Trnlning reoiplentpi' i^egponsea (N - SB) tfl ain evaluation Itein - 

iK«siened to poll former' iraininp in ],ESA educational strategies ^ 
ivvoalod that 6.'. norcont c^f tlio workshop participants (N = 37) possessed 
no prevlous^ training la this area, although 76, "3 percent (N - 
reported that their programs were serving LESA students. (See lable 
TlK^ numher of participants from higher education (N- 10) Influenced 
this overall percentage, also, as the percentage of participants without 
previous training, exclusive of representatives from higher education, 
was 73 percent (N = 27) . 



TAB LI- 2 



V.'orkshop Participants' Prevlcnis Exposure to LESA 
EducaL ion Training ^ 



Frpquenev of •• '^'^^al 
Responses * llonponsoi 



No ;>i-fv ituis Lr.;iinin'.' ".•liM-e worksho;. 
I'l-iof training beforL- wurkslion 
■iof.il N 



37 f)^.0 



A loi-il o\ ■)') workshop p,i»-[ ic ip.iiU^ n-sinnuied to a question 
. .-.i.;,' ...!l,.d wi.rt'n.-r their pr.>:MMi:i j-rfSiMillv mrc^lled l.KSA •.•.tudrnis. 
I .-Jn-ol iinrnls w> re r.-porl-d l)v 7U. ^ of ihv resp.Muii.nt s n. this lU-n, 

> ;.7 o:' ilu. res;...ndent rrp.-r Ll-.! no l.KSA students in Ihnr program. 
M il ion.-'', origins oi l.FSA st.uh-nrs •/ere rrportod hv Id wM-kshop 

.;. Th.- r.-spon^,-.-: (o-thi.- ; I .'•ii! .i rr presmLi-d in '-i''';' 
-i..-;! ir.-cu.-ni Iv rn-ort.d tvpr oi l.KSA cnrolliH-s v, r.- d" 
.,,,,,,! l,.,.,,f , 'i , stud. -.11..^: • r.<i- s.--,-»-.--l dilfi-rcnl n.ilion.il . -t i i ii.-. . 
hi'u-^.- (Vi.lM.,-:vs.., llr:.>n;'., T!i i i , . o . ) wrr..- fh.' seo.Mui u^.-:=t 
M- r>v-.rir.: i-;.,-.-! 1 !:S \ ;u-. - 1 ! -nl . KKSA s t lui.Mi t s 

., !,: ! -^lil: .-ri. ' '.. .;ril-- Ir.ini.in) ••■.•.•r.' • h.- f;i!t-| 

; :,.uith ; 1 ^' i. m.w- . .; f.-p.'S oT -M-udt'ii t ••■ !v-in.- .^-r-.. -- 

.,,,;■!.•). -r .■• Kl"'.' .'-ted.!-; - i r. t various or.>-rr.-- 



t . .: I iM ..I ■ . :' 



I 1 . 1 '.•.;!: ' . i 

! . 1':. ■.. i ! h !.KS.-. -I nd- i-l •■ . " " i i 



•1 ..■ ; r , I '•: i • i I 



• i.-r>-. -nl ) ;'>.i ft i o i ;\:ii i i i ■'•i t.'-^ 



... ....... ;,.,r: i- i. ' ■ 'i- ^. Ml'-' "■"tii--r" .>h - .■ i i \ >■:; •■•.■v : ■ 



ri.iuiouAl Origin of LKSA Students Enrolled 
in Program^i of Workshop Participants 



T 



National Origin 



% of Participants Number of Partlci- 

Reporting this pants Reporting 

Type of LESA this Type of LESA 

Student Student 



Mixed 

I ndo Chinese 

Hispanic 

Persian Gulf 

Chinese /Korean/ Japanese 

European 



35,0 
32.5 
15,0 
10.0 
5,0 
2,5 




100,0' 



N = 150 



(1) "employment skills" 

(2) "ideas to teach EFL (English as a foreign language)" 

(3) "legal rights, immigration laws, labor permits, etc," 
(A) "citizenship materials" 

The major objective for four participants (9,3 percent) was to 
acquire information regarding appropriate vocational education program 
modifications for LESA students. Four other participants (9,3 percent) 
indicated that their primary objective for workshop attendance was "to 
acquire information regarding appropriate guidance techniques to use 
with LESA' students," The primary objectives for workshop attendance 
reported by participants are shoxv/n in Table A. 

Another item on the overall workshop evaluation sought to access 
participants* attitudes regarding the perceived degree of success 
achieved in fulfillment of their personal objectives for workshop 
attendance. This item, which contained a 5-point response scale ranging 
from "very successful" to "unsuccessful", received a total of 56 
responses, A total of 2A participants (A2,9 percent) rated tlie wc^rkshop 
"very successful," A rating of "successful" was given by 22 participants 
(39,3 percent). Nine participants (16,1 percent) rated tlie workshop 
"moderately successful," and one participant (1.8 percent) submitted 
an ''unsuccessful" rating. Responses to this item are disp laved in 
Table 

Thirteen objectives to be achieved llirough training activitit\s 
were set by the workshop staff. These objectives were discussed with 
participants at the beginning of each workshop on the overall workshop 
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TABLE 4 



Participant's Major , Objectives for Attending Project Workshop 
as Reported on Overall Workshop Evaluation Form 



To acquire information regarding 
appropriate language teaching 
strategies to use with LESA 
s-tudents 

To acquire information regarding 
appropriate vocational- education 
program modifications for LESA 
students • 

To acquire information regarding 
appropriate guidance techniques 
to use with LESA students 

'\)ther'' ' (See text) ' 

Total N Responses 



Frequency of 
Responses 



28 



4 
7 
43 



Z of Total 
Responses 



65. 1 



9.3 

9.3 

16.3 
100.0 



l)t\i\r^c of Success in Fulfilling Participants \ Objectives 
for Workshop Participation as Indicated on 
a Flvo-Polnt Scale* 



Frequency of 
Responses 



Verv Successful 



Successful 



Modcraielv Successful 



Somewhat Unsuccessful 



Unsuccessful 



24 
22 
9 
0 
1 



7 of Total- 
Responses 



Total N Responses 



56 



.A3.0 
39.0 
16.0 
0 

2.0 
100.0 



1 = Very Successful to 5 = Unsuccessful 



evaluation, participants were then asiced to respond on a five-point 
Llkert type scale re^ardinjT the degree of success which they felt the 
staff ha'd achit'ved In ' act^ompl ishment of these ohiectives. The value 
for the highest rating on this scale was 1 (very successful); the 
Icwest rating value was 5 (unsuccessful).^ The mean scores for these 
rat ing<^ are provided in Table 6. Tt should he noted tlint ratings on 
sca-les of this type generallv tend to fall in the middle range. The 
tendency for the means for all workshop ratings to fall within the 
twc^ highest points on the scale is viewed as strongly indicative of 
successful accomplishment of training objectives as reflected by 
participant evaluation data. For an evaluation item requesting 
suggestions for workshop improvement 76. 9 percnMit c^f tlie participants 
completing evaluations did not respond. This was interpreted as n posi- 
tive reflection of participant attitudes toward the workshops. Par-tici- 
pants wi^re also queried rt^\;arding the need for furtlior training. Oi' 
i'Uv >^ rt»sponses to this item, 50 participants (94.3 perc^ent) indicated 
that thi'V wtMild like tt^ nneivi' furthc^r training. 



TABLE 6 



Participants' Responses to Items Regarding Successful Achievement 
of Workshop Objectives Using 5-Point Response Scale* 



3. To provide appropriate E5L teaching 
strategies for educators of limited 
English-speaking students 

4. To demonstrate the need for a 
bilingual and/or KvSL vocational 
t'ducatton component xn programs 
unrolling limited English-speaking 
students 

3. To ot'ivr ideas for an interdisciplinary 
tpproarh botween vocational teachurs, 
FSL teachers and other staff members 
for successfully ma instreami ng limited 
KngMsh-speak ing students into re-.ular 
vocational programs 

n. fo oxamint* cultural barriers t'^ antici- 
pate in working with limited Knglish- 
.-;j)eaking students » 



: o di^mon'^it rati' Ihv niMu! [nr 1 i f i* sk i 1 1 s 
i nsl vuci itMi ft^r studenl s ot I imi t ni 
!'!v.\ 1 i sh-spoal; i ng studiM^t s 



Workshop Objectives N Responses 



To demonstrate the need for ESL 
instruction in programs enrolling 

limited English-speaking students 59 1.39 

To demonstrate that ESL Instruction 
is more appropriate for students of 
limited Engl ish'-speaking ability than 
more unstructured linguistic 

instruction 5^ ^•♦^^ 



59 1.78 



57 1.39 



S8 1.6 ] 



5H 1.4h 



To coffer pcvssible solutica^s cultural 
!>rnhlcns which, may arist* in w(^rkinj' with 
limited En>.'J i sll-Hp(^•lk i lu', stUvltMits 



1 = Vcrv Successful Li 



rnsurccssf u 1 



ERLC 
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TABLE 6 CConfcinued) 



Part ipani.H' Responses to I terns ' Regarding Successful AchI evemt*n't* 
of ;>^orksliop Objectives Using 5-Point Response Scale^« 



Wiirkshop ObjectivcvS • N Responses 



9* To offer educational strategies for 

implementing life skills counseling < 
and instruction 53 1.92 

10. To Increase sensitivity to the 

educational barriers encountered 
from uhe limited English-speaking 



student's perspective "^57 1.06 

11. To increase awareness of the need for 
implementing program modifications iri 
order to more equitably serve limited 

English-speaking students 57 1.66 

12. To provide basic educational strategies 
with immediate applicability for 
programs enrolling linguistically diverse 

students " 57 . 2.05 

13. To provide practical educational progrnm 
ideas for educators of limited English- 
speaking students 57 1.9H 



1 = \'erv Successful ti^ 5 = Unsucrcssru 1 



erIc 



3:5 

10 



• * ■ 

At the conclusion of each of the four major training components 
of the workshops (vocational, ESL, cultural, and life skills), partici- 
pants were asked to complete a brief evaluation of that section of the 
workshop. The primary purpose of these four evaluations was to provl^de 
participants a vehicle for 1)' input regarding strengths and/or weak- 
nesses of the four^ workshop components and 2) suggestions for improve- 
ment of future training. The information provided during each section 
was evaluated in regard, to applicability to unique program needs, 
specificity and practicality. Discussion leaders for each component . 
were evaluated on the basis of ability to lead discussion, receptivity 
to participants' concerns, knowledge of topic, organization, supplemental 
material provided, and effectiveness in addressing participants* needs 
and concerns. A total of 74 participants completed component evaluations 
(partially or completely). Again, participants were asked to rate 
their responses using a 5-point Likert-type scale, with rating choices 
ranging froAi 5 (very high) to 1 (very low). The mean scores for each 
area on the \workshop component are provided in Table 7. It should be 
noted that t^e averaged ratings for 35 of a total of 36 responses were 
3.69 or highfcr, which indicate a strong positive ret:ponse by training 
recipients. ;The one exception to this trend, the 3.17 rating on the 
vocational cc^mponent in regard to applicability to programs represented, 
nay be attri/huted to the low number of vocational educators (N = 9) 
comprising the workshop audience.** 

Participants' suggestions for improvement for each workshop section 
and an open-ended response for "other comments" were also requested on 
the component evaluations. The number and type of responses yieldecfc 
through these items are provided in Table 8. 

Ciojlf e r o.n^Cj.^^ JlY^I^ nat ion Findl n_gs^ 

A total of 35 persons from 6 Kentucky communities attended the 
pro ject--sponRorod state conference for Kducators of Limited Knglish 
rroficiency. (This number does not int*Iude representatives from 
CCVTE or consultants.) This total was comprised of lA representatives 
from adult (^dr^^ation programs, 8 {mm public schools, 7 from vocati(nial 
education, 1 from a community college and 5 from other areas. The 
personnel from other areas included three representatives from th'e 
State department of Kducation^ cme WKL' );raduate student in bilinfiual 
Cv'unsoHng, and one representat i vi^ from the WKII/ESL department, *ribh» ^) 
i 1 lustrates the composl t ion of conference part ic ipants in reuari- 

to program area representat iiMi. A lisf v^f the names and addresses o. 
the v'onference participants is provided in Appendix M* 

At the ciMiclusion of ihv I'onference, part i ipant s ywv jirovided 
^valuation fc^rms to mmplete ancuiymous 1 v . There weri* three primary 
purposes for this evaluation: 1) to access participants* c^unicMis 
of the conference sessions whi(Mi tiiev attendc^d in rev'^ard to .i) fjualitv 
of presentation and b) app 1 irah i 1 1 tv ti^ their i^rc^^ram; 2) to obtain 
participant ratinp.s regarding lu^rceived succesf^ of arci^mp 1 i shnent of 
conference objectives; 3) to gain participant input rc^gardinu 
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TABLE 7 



A'.xn Scores for Workshop CompoiuMit Evaluations 
Uo Indicated on 5-Point Scale^*^ 



Arc' as Rated 



VtK*aLional 



Traill inR Couiponents 
ESL Cultural 



Lif 



o 



Information Provided 
1 . Appl ic7ab i 1 i ty to 
iny program 

J.. Spec if ii- i tv 



X = '3.17 X « 3.69 



X = i.HS X = .5.80 
N = 61. N = 71 



X 
N 



X 
N 



A, 29 

72 



4.41 
72 



X = 3.83 

X = 34 



X = 4.09 

N = 52 



J. Practical itv 



X = 4.08 X = 4.22 X = 4.'")2 

N = .58 N = 70 N = 70 



A = 4.39 



■jl 



Disc uss ion Leader 
1 . Rat ing of X 
divscussion leader N 



= 3.87 X = 4.28 



= 62 



N = 74 



X 
N 



4. 59 

72 



X 
X 



4.12 



= 56 



Receptivity to 
part ic ipants ' 
concerns 



V 

X 



4.37 X = 4.56 



= 6: 



\- =72 



X = 
N = 



4.57 
70 



X 
N 



4. • 

53 



lienuHis t ra L cd 
knowledge of 
toj-iic- 

4. I'riian i xat ion 



X 
X 

X 



= 63 



= 4 
= 74 



6 7 



4.40 X = 4.67 
62 N = 71 



X = 4. 7h 

N = 73 

X = 4.67 
N = 71 



X 
X 

X 
X 



a. 51 



4 
56 



58 



5 . Qua 1 i tv of 
sujip 1 t>m(Mi L a 1 
ina t (^r i a 1 
( handouts) 



X 
N 



- 6 



V 

N 



4 . 5 1 



= 74 



X 
N 



4.0J 
69 



X 
X 



5'* 



. Kf fee t i vi-ness i n 

addressing f)artici- X" 
pauL.s quest ions X 



4. 51) 
5'.i 



= 4 . 54 



X 
X 



4.4(1 
71 



A 
X 



4 .40 

58 



( 5 -- Vci'v li i/Ji ; 1 - \'rrv 



3^ 
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TABLE 8 



Categories and Frequency of Participant Response to Two 
Open'-Ended Items on Workshop Component Evaluations 
Regarding "Suggestions for Improvement'! 
and "other Comments" 



^Yorkshop 
Ci^mponent 



Vi)cat icnial 



KSl. 



Suggestions, for 
Improvement 



1. Moru disL'Ussion time 

2. Add it ional details/ 
Ln forma tl on 



Total N 



1 . Need more t Lme 

2. More discussion, 
Interaction 

Add it ional dot a i 1 / 
information 
A . Handout 

I)i scuss ion loadc^r ' s 
treatment of topic 



Total N 



Other Comments 



j I.' Informative and 
valua' le 

2. Good presentation 

3. Cood discussion/ 
interaction 

j A. Need more time 
I 5. Disliked aspect of 
format 

Total N 



U Informative and 



val uabl o 
2, Awareness 



I 

18" ' 



3, Good presentation 
Need more detailed 
information 
Good d i scuss i on ^ 
interaction 
Disliked aspec^L of 
format 

Total N 



! A. 



3. 



6. 



1- 

2 

1 

IT 



8 
1 



23 



■ - M - - 

! 1 • In format i ve and 

i val uabl c 

3 ! 2. AwarcMioss 

3 ! 3. (iood prcsenta t i tMi 

: A . >>\'od norc dct a i 1 od 

^1 ; inr^>rmat ion 



( u 1 ( urn 1 



1 . More d iscuss ion 

t i mt? 
2 • I'lu) KcUiMa 1 
U Imnroved/add i I ional 

handouts 
A • Add i t i ona 1 i nl ornia- 

t ion/dot a i 1 
. More t ivAv 

Total N 



18 



*ota 



2<) 




'table 8 (Continued) 



Categories and Frequency of Participant Response to Two 
Open--.Ended Items on- Workshop Component Evaluations 
Regarding ''Suggestions for Improvement" 
and "Other Comments" 









Workshop 












Component 


Suggestions for 










Title 


Improvement 


f 




Other Comments 


f 


Life Survival 


1. More time 


3 


1. 


Informative and 


5 


Skills 








valuable 






2. Additional infor- 


3 


2. 


Awareness 


1 




mation/detail 




3. 


Good presentation 


3 




3. Discussion 


4 


4. 


Need more work- 


1 




leaders ' treat- 






shops 






ment of topic 












Total N 

1 


10 




Total N 


10 
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TABLE 9 



Composition of Conference Participants in Regard 
• to Types of Programs Represented 



A — ) — ■■ - .. ^ . 

» .1 







% 


N 


Participants from Adult Education 






14'' . 


Participants from Public Schools 






.8 


Participants from Vocational Educativ 






r 7 


Participants from Community Colleges 






-1 


Participants from Other Areas 


• 


• ** 


5 


Total N Participants 




♦ » 


• 35 



/ 

a) strengths and weaknesses, of conference and b) needs to be addressed 

in the future regarding LESA education. A total of 16 part i-cip ant's 
partially or totally completed conference evaluations. •. ^ 

Two five-point Likert type scales were used to obtain participant . 
ratings of the conference sessions. Each session was rated from 5 to 1 
on two scales, one scale for "quality of presentation" and 'the other 
for "applicability to my program." On the "quality of presentation" 
scale, a rating of 5 reflected a value of "excellent'.', whereas a rating 
of 1 was assigned a value of "poor." Ratings for "applicability to 
my program" ranged from 3 (significant) to 1 (negligible). -.The mean • 
scores for these ratings are provided in Table 10. It was gratifying 
to note that the means for all ratings were in the 3.0 or- higher range, 
and that the majority (83 percent) of the averaged ratings were 3.5 or 
higher. These data v/ere viewed a.s reflecting a strong positive attitude 
of participants toward both the quality^ and applicability of the 
conference sessions. 

» 

The perceived degree of successful achievement of nine; ronf ori-i.ct^ 
trnining objectives was rated by the participants on a five-poirtt 
Likert type scale ranging from 5 (Very Successful) to 1 (UnsuccessfuT . 
Those objectives and the moan scores of participants' ratings for eac'i 
are provided in Table 11. The mean scores of participants' ratings 
revealed that six of the nine obiectives rece.ived an overall rating of 
4.00 or higher; the averaged ratings for all nine objectives produced 
mean totals above 3.00. These ratings indicated that the training 
objective perceived by participants as most successfully achieved 
was the "provision of opportunity for the conference staff to address 
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TABLE 10 



M.'an Scores of Participant Ratings* of Conference 
Sessions Relative to Perceived Quality of 
Presentations and Applicability to 
Their Program 



Title of Conference Session 



N 



Quality 



Applicability 



OPKNING ADDRESS: "Bilingual 

Education More Doubletalk?" 15 

PANEL DISCUSSION r Ky.'s 

Present and Future Status 

in Education for LESA 

Students 15 

REPORTS FROM KENTUCKY PROGRAMS : 

Louisville ABE/ESL 10 

Louisville Bilingual/ESL 

Elem. & Second. 7 

Owensboro ESL - Elem. & 

Middle School • 3 

Lexington ABE/ESL 9 

ENGLISH FOR SPECIAL PURPOSES 13 



3.9 



3.5 

4.0 

4.1 

4.7 
4.8 
4.5 



3.4 



3.5 

3.8 

4.0 

4.7 
3.5 
4.1 



1MMIGR.\TT0N & CITIZENSHIP 
INFORMATION FOR EDUCATORS 



13 



3.1 



3.0 



SOURCES OF ASSISTANCE FOR YOUR 

PROGRAM 12 

TEACHING CULTURE TO ESL STUDENT 15 

GUIDANCE & COUNSELING FOR LESA 

STUDENTS 1 5 

MINl^vCOPvKSHOP : ESL 10' 

MINI-WORKSHOP: VOCATFONAL ESL 8 



3.8 
4.3 

3.3 
4.3 
3.3 



3.8 

-'*.0 

3.9 
4.0 
4.4 



*FivG-point- rating scale (QUALITY: 5 = Excellent; 1 = Poor/ 
APPLICABILITY: 5 = Significant; 1 = Negligible) 



TABLE 11 



3 



Conference Objectives and Mean Scores of Participants' 
Ratings* Regarding Perceived Degree of Success 
in Achievement of Objectives 



Objective 



N ^ 



1. Provision of training opportunities on topics 

relevant to participants' interest ,15 3.66 

2. Provision of useful educational strategies 

applicable to participants' programs 15 4.00 



3. Provision of opportunity for conference 
participants to share ideas, resources 

4. Provision of opportunity foV conference 
staff to address needs, questions of 
participants 

5* Provision of opportunity to interact with 
and share ideas/resources with" other 
Kentucky educators 



8. Increased participants' expertise in 
equitably serving linguistically diverse 
students 

9. Provided participants opportunity to assess 
Kentucky's progress In provision of equitable 
education for students of limited Hnglish 
proficiency 



16 4.43 



15 4.46 



15 4.43 



6. Introduction of new educational ideas 
which may be incorporated into 

participants' educational programs 14 3.07 

7. Increased participants' abilities to 
address the cultural diversities which are 
encountered in working with students from 

other national and/or ethnic origins 15 3.93 



14 4.14 



14 4.2' 



'M-Lvc Volnt Rating Scale ("^ = Very Succi'S.sful ; 1 = rnKviccossful) 
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4.46 on a 5--po;i'ht scale. Mean scores for three other training objectives 
were onlv ^]j4>htly lower than this: (1) Provision of opportunity for 
cunferonct ^participants to share ideas, resources'* (4*43); (2) ''Provision 
of opportiiiiity to interact with and share ideas/resources with other 
Kentucky'^fducators" (4,33); (5) "Provided participants opportunity to assess 
Kentu('/<y's progress in provision of equitable education for students 
of l^lnited English proficiency." (4*29) • Another two objectives which 
rccofved overall ratings of 4.00 or higher were: (1) "Increased 
participants' expertise in equitably serving linguistically diverse 
students" (4.14), and (2) "Provision of useful educational strategies 
applicable to participants ' programs" (4 . 00) , Mean scores above 3 . 00 
were received by the remaining three objectives. The objective, "increased 
participants' abilities to address cultural diversities which are 
oncountt^red in working with students from other national and/or ethnic 
origins," received an average rating of 3.93. "The provision of 
trainin^^. opportunities on topics relevant to participants' interests" 
received an overall rating by participants of 3.6h. Participants were 
also asked to rate the degree of successful achievement of "introduction 
of new educational ideas which may be incorporated into participants* 
educational programs." This objective received an overall rating of 
3.07 by participants. 

Participants' responses to three open-ended questions were also 
requested on the overall conference evaluation. The purpose of these 
items was to gain participant input rel'ative to three areas: (1) the 
most positive aspect(s) about the conference, (2) the most negative 
aspect(s) of the conference, and (3) need(s) to 1)e addressed in the 
future regarding LESA education in Kentucky. Participants' responses 
to the item requesting their opinions regarding the most positive 
aspect- (s) of the conference are listed below: 

1. "access tc^ such dynamic, informed resource persons; 

peaceful , relaxing atmosphere*' 
J. "personal awareness of what is happening in state; 

new sources of information" 
j. "telling people there are materials available when 

needed" 

•4. "intercommunication and sharing of ideas" 

"new ideas, new materials, exchange of ideas" 
f^i. "high quality of consultants" 

7. "Jodi Crandall I Kverything she presented was sc^mc^thing 

I could identify with or benefit from or both" 
.'S. "specific techniques to use in the classroom; bibliographies; 
inf orma t ic)n on other areas of (>xper t ise" 
. "having inf or mat ion, material and persons able to spt»ak 
and conuiuin i cate in the vocal ivMial 1 anguage" 
1'^ "T feel evervtmt? was lielpful witli (^X(*ell(Mir Idt^•ls" 
!!. "small groups which could have s[)ecific problems 

d i s cussed ; exce 1 1 ent. consu 1 tant s" (unusual to have sc^ 
many gcxul on<.?s) 
IJ. "sharing of FSI. teciHUc}ues hv Kentucky educators" 
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opinions regarding negative .aspects of the conference 
following responses J 

1. "seeming lack of interest shown (outwardly) by participants" 

2. "should have had more repr#Bentation from across state" 

3. "too minimal to mention" 

A. "too much emphasis on straight ESL rather than incorporating 

fsome ESL techniques into the standard classroom material" 
5. "too far to walk to lunch" 
.6. "not enough time" 

7. "speakers boring, not relevant" ^ 

8. "no national representatives of other cultures as 
, consultants"" 

Participant responses to the final evaluation item which identified 
their opinion? regarding future needs for LESA education in Kentucky 
were as follows: 

1. "Basic, tried and true effective teaching and counseling 
techniques; means of seeking and receiving assistance" 

2. "teaching methods; teacher training" 

3. "more workshops for teachers and administrators; better 
means of becoming aware of materials and resources" 

4. "teacher training; provision of funding" 

5. "state plan" in vocational education needs to be developed 
■ to give direction to the various regions" 

6.. ' "training teachers to adapt .their teaching methods to the 

ESL students in his/her class" 
7. "what vendors have the best useable materials" 
8.. "more detailed instruction" 

9. "very good conference; should be geared more to the 
shop trade teacher" 

10. "understanding American attitude toward refugees in general 
and\ specifically concerning refugees working" 

11. "teachers of adults not literate in any language need 
more methods and materials on how to teach those students" 



S e rvices Provided ThrouKh Project Information/Resource Unit 

The project staff has sought to provide three primary services 
through a LESA education information and resource unit housed at CCVTE 
at Western Kentucky University. These three major functions have been 
as f 1^1 lows: 

1. Provision of information service to assist Kentucky 
educators in various phases of LESA education 

2. Provision of a free material loan service to Kentucky 
educators of LESA students 

3. Provision of project-developed products to LESA edui-ators 
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residing within their respective regions. Through use of data obtained 
from the 1978 study, the project staff assisted the regional directors 
in reporting this information. (In several instances, the regional 
directors contacted personnel at the Bureau of Vocational Education 
for this information, but, In all cases, the 1978 WKU data were used.) 

It should also be noted that the foreign language consultant in 
the State Department of Elementary and Secondary Education, Division of 
Program Development, has reported that the 1978 WKU/BVE study has served 
as a valuable resource in activities related to the functions of that 
office and has served as documentation for the need to focus more 
attention to ESL instruction in Kentucky schools. 1^ 

Although extensive efforts have been made by the project staff to 
encourage state LESA educators to avail themselves of the free material 
loan service provided through the project, response to this service 
has been limited. During the course of this year's project, only three 
requests have been received for material loan. Part of this may be due 
to the fact that the majority of these materials are vocationally- 
oriented and, thus far, very few of the state's vocational schools have 
implemented vocational ESL instruction. Other programs in Kentucky 
for whom these materials might be appropriate, such as adult education, 
have already purchased their own materials, thus reducing their need 
for assistance with materials. (Note: The Center for Career and 
Vocational Teacher Education 'has been granted funding for further 
♦ activities for 1979-80, and an intensive effort will be carried out 

by the project staff to familiarize Kentucky vocational educators with 
the resources' available through the project and encourage extensive use 
of these materials. This will be accomplished by taking the materials 
to the vocational schools for examination by special vocational 
instructors, learning center coordinators, and others.) 

• 

On a related note, the Community Education program in Bowling Green 
has called upon the project staff to assist in establishing an ESL 
instruction program for Southeast Asian refugees. The program, to be 
implemented in the fall, will be primarily one of vocational and 
survival ESL instruction, and the project staff has pledged full 
cooperation with material loan and assistance with program design. 

Copies of the bibliography of vocational materials for LESA students, 
initially developed during the 1978 project and updated during 1979, 
have been frequently requested by both Kentucky educators and educators 
from other parts of the nation. Fifty copies of the 1978 bibliography 
were printed at WKU, since publication of the completed work was being 
postponed until after the 1979 update was complete, and since numerous 
requests for the work were being received. Of the 50 bibliographies 
printed, AS have been disseminated to persons both in-state and nationally, 
who have requested a copy. A list of programs and agencies included in 
this dissemination are listed on the following page: 
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Paducah Tilghman High School 
Paducah, Kentucky 

Murray Adult Learning Center 
Murray ^ Kentucky 



Paducah Adult Education Program 
Paducah, Kentucky 



Northern Kentucky State 
Vocational-Technical School 
Covington, Kentucky 



English /ESL Department 
Nortb'^rn Kentucky University 
Highland Heights, Kentucky 

Adult Learning Center 
Ashland, Kentucky 



Adult Homemaking Drop-In Center 
Ashland , Kentucky 



Morehead Adult Learning Center 
Morehead, Kentucky 



Home Economics Extension Program 
Catlettsburg, Kentucky 



Fayotle County Adult Education 

Program 
Lexington, Kentucky 

Department of Learning Skills 
Eastern Kentucky University 
Richmond, Kentucky 



Paris Junior College 
(Mrs. Regis Welch) 
Parle I Kentucky 

Bilingual Vocational Teacher 

Training Project 
(Dr. JoAnn McCarthy) 
Illinois State University 
Normal, Illinois 

RCU'' Unit-Vocational Education 
Tennessee Department of Education 
Nashville, Tennessee 

Bilingual Vocational Teacher 

Training Project 
Georgia State University 
Atlanta, Georgia 

Coordinator, Special Needs Programs 
Department of Education 
Cheyenne, Wyoming 

Bureau of Education for 
the Handicapped 
Washington, D.C* 

Occupational Curriculum Labora- 
tory 

East Texas State University 
Commerce, Texas 

Dept. of Vocational Education 
Georgia State Dept. of Education 
Atlanta, Georgia 

Maryland Vocational Curriculum 
Research and Development Center 
Denartraent of Industrial Education 
University of Maryland 
College Park, Maryland 

Development Associates 
Arlington, Virginia 



Bilingual Vocational Teacher 

Training Program 
Fltchburg State College 
Boston, Massachusetts 




Bilingual Vocational Instructors 

Training Program 
University of San Francisco 
Multiciilturtir Pifograw 
San Francisco, California 

Bilingual Vocational Education 
Project 

Bilingual Education Services 
Center 

Arlington Heights, Illinois 

Bilingual Vocational Education 

Project 
New Mexico State University 
Farmington, New Mexico 

Florida Educators Information 

Service 
Career Education /Center 
Florida /^tate University 
Tallah^see, Florida 

Bilingual Vocational Guidance 

Project 
Eastern Michigan University 
Ypsilanti, Michigan 

Connecticut State Department of 

Education 
Hartford, Connecticut 

Center for Applied Linguistics 
Arlington, Virginia 

Bilingual Vocational Instructor 

Training Program 
Central Connecticut State College 
New Britain, Connecticut 

Permission was also granted to the bilingual vocational teacher 
training project at Illinois State University to incorporate the 1978 
bibliography as part of their 1979 final report (with full acknowledgement 
to WKU and Kentucky BVE for its development) . 

Although data are not available to substantiate- the strength of 
project contributions to their Occurrence, several other events took 
place during the course of the project year which are reported herein, 
since the project staff was closely associated with their inception. 
One of these events was the formation of a Kentucky chapter of TESOL 



Division of Program Development 
Dept. of Elementary and 
Secondary Education 
Frankfort, Kentucky 



Center for Continuing Education 
Murray State University 
Murray, Kentucky 
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staff worked closely with others at WKU in organizing the Kentucky 
TESOL affiliate and publicized Its formation through the regional 
.workshops, the project newsletter, and the state 'contterence. (See 4. 
February- and April Newsletters, Appendix AO The proposed purpose 
of this organization will be provision of k foruni for state educators 
of LESA students to share resources and ideas and to continue efforts 
to upgrade LESA education in Kentucky* Activities of the organization 
will include dissemination of a state newsletter to members and 
provision of a state conference during the 1979-80 school year* 

Due in part to interest generated through the WKU/BVE regional ^ 
workshops, support for ESL teacher training at Western Kentucky University 
was documented, and a course to train ESL teachers was. initiated during 
the summer semester of 1979* 

It might also be assumed that, due to the extensive dissemination 
of the project newsletter to 1*067 Kentucky educators, a higher degree 
of awareness of the existence of Kentucky's LESA populations and their 
special needs has been produced among Kentucky educators. 
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CHAPTER IV 



CONCLUSIONS AND RECOMMENDATIONS 



Conclusions 



Based upon the findings of this project, the following conclusions 
are presented: 



Con<*Jusion //I. 



Conclusion #3, 



Five regional workshops and one state conference for ••' 
educators of LESA students have been provided through 
this project; Training was provided to a total of 
103 Kentucky educators from 18 programs. Total enroll- 
ment for all training was 116, but 13 persons attended 
both the state conference and one of the workshops. 

Conv:lusion #2. The aj^ training sessions provided through this project 

havg consistently generated positive evaluations from 
educators in attendance. These evaluations accessed 
participants' attitudes toward- the quality of training 
and degree of relevance to their programs. 

Vocational educators in Kentucky demonstrated a low 
level of participation in training provided through 
the project. A total of 15 vocational educators 
availed themselves of this training, with 9 attending 
workshops and 7 attending the state conference. (One 
vocational educator participated in the state conference 
and one of the workshops.) These vocational educators 
who have elected to attend training provided through 
the project have rated it highly in respect to quaUty 
and relevance to their needs. 

Before attending the training provided through this 
project, a large percentage of the participants 
possessed little or no training to tMiable them to 
respond to LESA f^tudents' special needs. Of 58 work- 
shop participants responding to an item querying 
prior training experience, 37 participants (6A perci'ut) 
indicated that their previous educational training- 
included no preparation for working with LESA students. 
If these data are examined with th(? exclusion of data 
from participants from higher education, the percentage 
is even higher. Workshop participant data (i>xrlusive 
of those from higher education) revealed that 73 percent 
of workshop participants possessed no prior training 
on LESA education. 



Conclusion /'A. 




Cop elusion if 5. 



Conclusion //6, 



Conclusion //?• 



A total of 15 Kentucky communities were represented 
at the 1979 project training activities (Ashland, 
Bowling Green, Catlettsburg, Covington, Florence, 
Frankfort, Ft. Mitchell, Highland Heights, Lexington, 
Louisville, Moreheadf Murray » Owensboro, Paducah and 
Richmond) . 

The main objective for attending project-sponsored 
workshops reported by a majority of the participants 
was for acquisition of information regarding' appro- 
priate language teaching strategies to use with XESA 
students. 

A majority of workshop participants indicated that 
this project-sponsored training was either "very 
successful" (43 percent) or "successful" (39 percent) 
in fulfilling their objectives for workshop attendance, 
and 94.3 percent of the participants' who completed 
workshop evaluations indicated that they would like to 
receive further training of this nature. 

Through the project-sponsored information unit, assis- 
tance to vocational regional directors was supplied by 
the project in compilation of regional LESA data for 
1979 annual reports from each vocational region. 

The free material loan service available for Kentucky 
educators of LESA students has received limited usage 
during the course of this year's project* 

A total of 1067 Kentucky educators received four 
project newsletters during the span of this year's 
project, informing them of project activities and 
resources and providing articles on ESL teaching. 

Conclusion //II. Educators attending all project-sponsored training activ- 
ities reported a strong need for continued provision of 
training to upgrade their expertise in LESA education. 



Conclusion //8. 



Conclusion //9. 



Conclusion #10. 



Conclusion //I 



Although the level of interest in conference and work- 
shop attendance evidenced by state vocational educators 
has been tepid, interest, support and participation from, 
representatives from adult education programs throughout 
the state has been strong. A total of 35 representatives 
from adult education programs have attended training pro- 
vided through this year's project. (Total number of 
adult education participants was 41, but 6 persons 
attended both the state conference and one of the 
regional workshops.) 

Conclusion //13, Based upon evaluation data from conference participants, 

the training objectives for this activity were success- 
fully achieved. 
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Conciusion Tu J B 

most positive aspects of the state conference in- 
cluded the following: 



1. 

2. 
3. 



4. 



access to high quality of consultants » 

resource persons^ 

opportunity for exchange of ideas 

the provijaien-of specific classroom 

techniques by consultants, resource 

persons ^vocational and ESL) 

increased awareness of Kentucky programs 

for LESA students 



Conclusion #15. Based on input from conference participants' evaluation 

forms, future needs to be addressed relative to LESA 
education in Kentucky include: 

1. More training for LESA educators, counselors 
and administrators designed to respond to 
the following needs: 1) ESL teaching tech- 
niques, 2) materials and resources, 3) finan- 
cial assistance, 4) teaching LESA students who 
are also illiterate in their native language, 
5) teaching strategies for LESA students in 
vocational classes, and 6) LESA counseling 
techniques . 

2. State plan in vocational education should be 
developed to give direction to regions which 
include LESA populations 

3. Identify publishers who have most appropriate 
materials to use with LESA students 

4. Provision of funding for LESA education 

Conclusion #16. Based upon the number of requests received to date, a 

high level of interest can be projected for the project- 
developed bibliography of vocational education materials 
for LESA students. " The project staff continued to re- 
ceive requests for this work from bilingual/ESL voca- 

' tional programs throughout the nation. 

i 

Conclusion #17. The training provided through the 1979 WKU/BVE project 

has been the only statewide training effort of this 
nature available to Kentucky educators of LESA students 
during the 1978-79 school year. 



Recommendations 

The following recommendations are presented based upon the findings 
and conclusions of this project: 
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Recommendation As evidenced by the response to training provided 
throu>?h this yearns pVoject, a significant number of KentucTcy 
ociucat'.rs are faced with the challenge of equitably serving LESA 
studenus, and are responsive to available training to assist 
thera In this effort* 

RocommtMidation 2* Since the majority of Kentucky educators of LESA stu-- 
dents possess minimal training to prepare them to address the special 
needs of these students, the need exists for continued provision 
of inservice activities to upgrade expertise and provide assis- 
tance with specific problems. This training should be available 
for educators of children K-12 and for educators in vocational 
and adult education. To date, the WKU/BVE project activities 
have been the only statewide effort of this nature. The strong 
response to these efforts should document the need for state 
level decision makers to support a permanent program which would 
fulfill the training needs that this project has addressed. 

Recommendation 3. Decision makers at the state level should respond 
.to this need in our state by: 

1. acknowledging the existence of these LESA populations 
within Kentucky and requiring adoption of appropriate 
educational strategies designed to meet their vspecial 
needs 

2. initiation of census studies in communities identified 
through the 1978 WKU/BVE study to acquire in-depth 
information on identified LESA populations. 

3. encouragement of funding allocations to: 

a) support implementation of appropriate programs 
to meet the needs of the various age-level LESA 
persons identified, and 

b) provide inservice for educators responsible for 
LESA education. 

Recommendation A. State guideline?; should be developed and disseminated 
to inform educators for all age-level students of the appropriate 
measures to follow when adapting their programs to serve LESA 
students. 

Recommendation 5. The low level of interest in project-sponsored train- 
ing evidenced by Kentucky vocational educators would appear to 
indicate that this area has not been assigned' a high priority to 
date, despite federal mandates. Leaders in Kentucky vocational 
education must increase their nwnronoss of this need within the 
state, must inform vocationcl educators of their responsibilities 
to respond to this need, and must generate greater support for in- 
creased expertise through partic ipav ion in available training by 
vocational educators employed in communities which include LESA 
populat ions . 
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promfses to 

at the state level must confront this reality and address the 
needs which will arise. State financial resources must be 
allocated to respond to these needs, and educators at the 
loca]r level should be lnforiD(«d of ^he availability of these funds « 

Recommendation 7. The teacher preparatlv)n programs for both vocational 
and general education within the state universities should carry 
out efforts to more effectively address this need, as the likeli- 
hood that graduates of these programs will be working with LESA 
students continues to Increase. < 

Recommendation 8. Although educators from 15 Kentucky communities 
have been ser\Fed through project training activities, it should 
\ be noted that the 1978 WKU/BVE survey located LESA populations 
residing withH' 43 Kentucky communities. Although the project 
staff has succeeded in providing training to 103 educators 
within the state, continued efforts should be carried out to 
upgrade the expertise of other educators who are serving LESA 
students. Based upon data garnered from those who participated 
in this year's training, the educational background of a large 
majority of educators for grades K-12, ^adult education and 
vocational education includes net prior training on LESA education. 

Recommendation 9. Future training effort-s for vocational educators 
of LESA students should emphasize the following: 

1. program designs for vocational ESL instruction 

2. the roles and responsibilities of vocational education 
administrators, special vocational instructors, Counselors, 

K regular vocational teachers, and bilingual aides within *a 
* vocational ESL program. 

3. assessment of LESA students' vocational aptitudes, abilities, 
and English proficiency levels 

A. guidance and counseling strategies for LESA students 

5. cultural orientation for LESA students 

6. adapting vocational classroom techniques and materials 
for LESA instruction 

7. teaching LESA students who are also illiterate in their 
native language 

8. survival skills teaching and counseling strategies 

9. federally mandated responsibilities of vocational 
programs serving LESA populations 

10. sources of funding to assist Kentucky vocational programs 
serving LESA populations 

Recommendation 10. Through mutual coordination/cooperation and increased 
articulation among the various educational programs within communltl 
the needs of LESA students within the state will be more effectively 
addressed, A unified effort by public schools, vocational, and 
adult education programs will insure that the, needs of LESA popula- 
tions within 'each Kentu^cky community are more completely fulfilled. 



Recommendatioiv 11 ♦ In view of recent directives Issued by President 
Jimmy Carter, an increasing incidence of additional resettlement 
of Southeast Asian refugees throughout the nation, including 
Kentucky, may be projected* The President has ordered that the 
number of these refugees being admitted to the United States be 
doubled to a total of 14,000 per month. Considering the imminent 
reality of this new influx of non-English speaking populus, 
Kentucky educators, both vocatidnal and general, must face the 
strong probability that they may be charged with the responsibility 
of serving a part of this new population through their programs 

Recommendation .12. The author realizes that, on the part of .some 
educators, negative and resistant attitudes persist toward 
accepting the responsibility for educating LESA students. 
However, it is the hope of this author -that, upon examination of 
our basic humanitarian beliefs and through response to our 
professional obligations as educators, increasing numbers of 
educators will take up this challenge of responding to the special 
needs of these populations. In instances where this has occurred, 
the rewards have been gratifying. The large majority of these 
populations are highly motivated to learn and become productive 
American citizens. ^If educators will be willing to offer LESA 
students assistance with language acquisition, our country 
can be enriched by the contributions of these citizens. Continued 
inflexibility and resistance, on the other hand, will only lead 
to frustration and failure for those who have looked to our 
educational systems for help and have been denied equal access, 
based upon linguistic difference. 
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Evaluation of 
ESL COMPONENT 

WORKSHOP FOR EDUCATORS OP tlMll^ ENCLISR-SPEARINQ STUDENTS ±mM 

Sponsored by Western Kentucky University 
through funding from the State Bureau of Vocational Education 

NOTE: The purpose of this evaluation is to improve future workshops plus 

obtain your input relative to the success of this training. This "--^ 

information will be reported by group only— not by individual. Thank 

you* 

!♦ Please rate each of the following components of the ESL training session* 
Circle the number which best reflects your answer for each. 



A. INFORMATION PROVIDED: 



Very Appli*- 
cable to My 
Program 



Very 

Specif ic 



Very- 
Practical 



Applicable 
to My Pro- 
gram 



Specific 
4 

Practical 
. 4 



Moderately 
Applicable to 
My Program 

3 

Fairly 
Specif ic 



Somewhat 
Practical 



Somewhat 
Applicable 
to My Program 



Somewhat 
General 



Impractical 
2 



Not Appli- 
cable to 
My Program 



Too \ 
Generar 



Ext ...V y 
Impractical 



B. DISCUSSION leader: 



Excellent 
Discuss ion 
Leader 



Very Re- 
cept ive to 
Part icipants' 
Concerns 



Very Good 

Discussion 

Leader 



T^ecept ive 
to Partici- 
pants * 
Concerns 



Good 

Discussion 
Leader 



Somewhat Re- 
coptive to 
Part ici pants ^ 
Concerns 



Fair 

Discussion 
Leader 



Somewhat Un- 
receptive to 
Participants ' 
Concerns 



Poor , 

Discussion 

Leader 

I 

Very Unre- ' 
ceptlve to 
Part icipanta^ 
Concerns 

1 



Very 

Knowledge- 
able about 
Topics 



Very Well- 
Organi^.ed 



KnowLcdpe- 
able ahcMit 
Top ic.s 



Well- 
Organized 



Sc^mewhat 
Knowledge- 
able about 
Tc^pics 



Moderate ly 
Well^-Organized 



Somewhat Un- 
inf ormed re*- 
gardlng 
Topics 



Somewhii t 
Disorganized 



v'ory Dn- 
i -if ormed 
regarding 
Topi e.s 

^ I 

Very Dis- 
organized 



1 
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Provided ■ 
Excellent 
Handouts 



Provided 
Very Good 
Handout! 



Provided 
Good 

Handouta 



Provided 
Pair 

Handouta 



Provided 
Poor 

Handouts 



Addressed 

ParHcipants* 



Add ressed 

Participants' Addressed 
Questions Participants' Questions 
Very Kf- Questions Hoderately 



fectlvely 



Effectively Effectively 



Addressed 

Participants' 

Questions 

SoneiHwt 

Effectively 



Did Not 

Address 

Participants* 

(^oestions 

Effectively 



SU6GEST IONS FOR IMPROVEMENT! 



OTHER COMMENTS! 



5.9 
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isvaxuatxDn or 
CULTURAL BARRIERS 
COMPONENT 



sponsored by Wef^torn Kentucky University 
through funding from the State Bureau of Vocational Education 

NOTK: Tho purpose of this evaluation is to improve future^ workshops plus 
obtain your input relatl\ toVthe success of this training* This 
information will be reported bV group only — not by individual. Thank 
vou, . \ 



1. rionso riitc each of the following components of the tSL training session. 
Circle the numbe r which best reflects your answru for each, 

A. INFORMATION PROVIDED: 



Very Appl i- 
rnblo to My 
Program 



Applicable 
to My Pro- 
gram 



Moderately 
Applicable to 
My Program 



Somewhat 
^vpplicable 
to My Program 



Not Appli- 
cable to 
My Program 



erJc 



59 



6') 



1 



Very 
Specific 



Specific 
4 



Fairly 
Specific 



Somewhat 
General 



Too 

General 



Vory 

Practical 



Practical 
4 



Somcwna t 
Practical 



Impractical 



Kxt i emely 
Impractical 



B. DISCUSSION LEADER; 



Kxc ol lent 
I) 1 srussitni 
Loader 



Very Good 
I) iscussion 
Leader 



Good 

Discussion 
Leader 



Fair 

Discuss ion 
Leader 



Poor 

Discussion 
Leader 



1 



Ve rv Rc- 
i-0[>t ivt^ to 
P;ir t f c i piint M 
(anu't^ rns 



Receptive 

Partici- 
pant H ' 
Concerns. 



Scjmowhat Re- 
CH pt Lve to 
Part i X pants ■ 
Gonce rim 



Somewhat Vn- 
receptive to 
Participants' 
Concerijs 



Very Unre- 
ceptive to 
Part ieipants* 
Gonrerns 



1 



Vi*rv 

Knc^w 1 i»d};c»- 
ab 1 o about 



Know Jedr,e- 
ah le about 
Topics 



SoniL^wha t 
Kncv^M ed Re- 
al^ I e about 
Top i (*s 



Sc^mewha t Un- 
informed I e- 
^\ard ing 
Topics 



Vi>ry Vn- 
i .if ortned 
rl'>^ar<ling 
Topi rs 



1 



Vcrv Woir 
()rj;nn i;^ed 



Wc> 1 1 - 
Organized 



Mode rat el y 

We 1 1 -Organ izod 



Sc^mewlia L 
Disorganized 



Very Dis^ 
organized 



Prov hlod 
I'.xc^ol Unit 
Handouts 



Provtcliul 
Very Good 
HnndoutB 



Pnn/I.dod, 
Good 

linndouts 



IVovidud 
Fnir ^ * 
Handouts 



Provided 
Poor 

Handouts 



Addressed 

Pnrtlcipants' Adclresi^ed 
Quest ions 
Very Kf-- 
1 eetivc^ly 



Addressed 
Participants ' 
Participants' Questions 
Questions Moderately 
Effectively Effectively 



Addressed 
Participants ' 
Questions 
Somewhat 
Effectively 



Did Not 
Address 
Participants 
Quest ions 
{effectively* 

1 



SUGGESTIONS FOR IMPROVEMENT; 



OTHER COMMENTS: 



6 
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Evaluation of 



.VOCATIONAL ESL 
COMPONENT 



Sponsored by Western Kentucky University 
through fuo444ig. from. Ihe. State Bureau o^^ Education 

NOTK: Tho purpose of this evaluation is to Improve future workshops plus 
obtain your input relative to the success of this training. This 
information will be reported by group only— not by individual. Thank 
you. ^^""i^ 

I. rienso rate earh of the following components of the ESL training session. 
Circle the number which best reflects your answer for each. 



Ai INFORMATION PROVIDED: 



Very Appli- 
cnblc to My 
Program 



Applicable 
to My Pro- 
gram 

4 



Moderately 
Applicable to 
My Program 



Somewhat 
Applicable 
to My Program 



Not Appli- 
cable to 
My Program 



Very 
Specific 



Very 

Practical 



Specific 
A 

Practical 
4 



Fairly 
Specific 



Somewhat 
Practical 



Somewhat 
General 



Impractical 
2 



Too 

General 



Extremely 
Impractical 



Bi DISCUSSION LEADER; 



Excel lent 
Discuss ion 
Leader 



Very Good 

Discussion 

Leader 



Good 

Discussion 
Leader 



Fair 

Disct ssion 
Leader 



Poor 

Discussion 
Leader 



Very Re- 
ceptive to 
i\irt iri pants' 
Concerns 



Receptive . 
to Partici- 
pants ' 
Concerns 



Somewhat Re- 
.ceptive to 
Participants' 
Concerns 



Somewhat Un- 
receptive to 
Participants ' 
Concerns 



Very Unre- 
cGptive to 
Participants* 
Concerns 



5 

Ve ry 

Know led }.',e- 
nl)le /I bout 
Topics 



Knowledge- 
able about 
Topics 



Somewhat 
Knowledge- 
ab le about 
Topics 



Somewhc' t Un- 
inf ormed re- 
garding 
Topics 



Very Un- 
i»if ormed 
regarding 
Topics 

1 



Very Well- 
Organized 



Well- 
Organized 



Moderate! y 
Well-Organized 



Somewhat 
Disorganized 



Very Dis- 
organized 
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Provided 


Provided 


Provided 


Provided 


'Provided 




Very Good 


(fOod 


Fair 


roor 


Handouts 


Handouts 


Handouts 


Handouts 


Handouts 


S 


4 


3 


2 




Addressed 




Addressed 


Addressed 


* Did Not 


Part ioi pants • 


Addressed 


Participants ' 


Participants ' 


Address 


(Juost ions 


Participants* 


Questions 


Questions 


Participants* 


Very hi-" 


Questions 


Moderately 


Somewhat 


v^uest ions 


f iH t i ve 1 V 


Effectively 


Effectively 


Effectively 


Effectively 




4 


3 


2 


1 


SUGGESTIONS 


; FOR IMPROVEMENT: 







OTHER COMMENTS: 



6\ 
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LIFE SKILLS 
COMPONENT 



Sponsored by Western Kent uocy university 
through funding from the State Bureau of Vocational Education 

NOTE; The purpose of thlp evaluation Is to Improve future workshops plus 
obtain your Input relative to^ the suc ceae of thia training. TliJj^ 
information will be reported by group only— not by Individual* Thank 
you, 

t. Please rate each of the following components of the ESL training session. 
Circle the number which best reflects your answer for each. 




A. INFORMATION PRaVIDED: 



Very Appli- 
cable to My 
Program 



Appllcab le 
to My Pro- 
gram 



Moderately 
Applicable to 
My Program 



Somewhat 
Applicable 
to My Program 



Not Appli- 
cable to 
My Program 



Very 
Specific 



Very 

Practical 



Specific 
4 

• Practical 
A 



Fairly . 
Specific 



Somewhat 
Practical 



Somewhat 
General 



Impractical 
2 



Too 

General 



Exr^eiiiely 
Impractical 



B. DISCUSSION LEADER: 



Excellent 

Discussion 

Leader 



Very Re- 
ceptive to 
Participants' 
Concerns 



Very Good 

Discussion 

Leader 



Receptive 
to Partici- 
pants ' 
Concerns 



Good 

Discussion 
Leader 

3 

Somewhat Re- 
ceptive to 
Participants * 
Concerns 



Fair 

Discussion 
Leader 



Somewhat Un- 
receptive to 
Participants * 
Concerns 



Poor 

Discussion 
Leader 



Very Unre- 
ceptive ' to 
Participants* 
Concerns 



Very 

Knowledge- 
c'jhlo about 
Topics 



Knowledpo- 
ablo about 
Topics 



Somewhat 
Knowlcdpe- 
ablc about 
Topics 



Somewhat 
informed 
warding 
Topics 



Un- 
ro- 



Very Un- 
inrormed 
rcRarding 
Topics 



Very Wcll- 
v)rganized 



Well-- 
Organized 



Moderately 
Well-Organized 



Somewhat 
Disorganized 



Very Dis- 
organized 



ERIC 
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Provided 

Kxcellcnt 

Handouts 



Addressed 
Participants 
Questions 
Very Ef- 
fectively 



Provided 
Very Good ' 
Handouts 



Addrcisscd 
Participants' 
Questions 
Effectively 



Provided 


Provided 


Provided 


Good 


FalT 


Poor 


Handouts 


Handouts 


Handouts 


' 1 ■ 




X 


Addressed 


Addri^RRpH 


U 1 U li U u 


Partlcinants ' 




A n A 'W* a n A 


Questions 


Questions 


Participants 


Moderately 


Somewhat 


Questions 


Ef f octlvf* Iv 


Cf 1 i. 6w t> X vts xy 


iiii recciveiy 


3 


2 


1 



SUGGESTIONS FOR IMPROVEMENT: 



OTHER COMMENTS: 



EVALUATION 




OF LIMITED ENGLISH-SPEAKING STUDENTS 



SPONSORED BY 
WESTERN KENTUCKY, UNIVERSITY 
AND 

KENTUCKY BUREAU OF RATIONAL JDUCM 



I. 

A) I am employed at a(n) : 

Vocational school 

High school 

Elementary school 

Adult education program 

Other please explain: 



B) My professional title is: 

Administrator 

Classroom teacher 

Counselor 

Other please explain: 



II. Please provide the following information: 

A) 1) Does the educational program in which you are employed curn 
include any students of limited English-speaking ability (1 
students whose primary language is one oth er than Enallsh)? 

YES NO 

2) Description of my program's limited English-speaking studen 
Primary language (s): 



Number enrolled: . 

B) m\at was vour major obi active for attending today's workshop? 

1. To acquire- information regarding appropriate language 
teaching strategies to use with limited English- 
speaking students. 

2. To ncquire information regarding appropriate v<ica- 
tlonal education program modifications for students 
of limited English-speaking ability. 



ERIC 



(CONTINUED— next page) 



3. To .uquiri' informntlon regarding appriM'^"i'itt' guidame 

^feif;: techniques to utlllee.wlth limited EnglisMpeaking 

students. 

A. To acqutre information regarding adminis'trat Iv*.' impli- 
cations for programs serving limited English-speaking 
students. 



5. Other please explain 



III. 



ERIC 



C) How successful was this workshop in fulfilling this oblectivo for 
you? (Check one) 

1. Verv successful A- Somi*what unsuccessful 

^^Z^ZZ. 2. Successful 5, Unsuccessful 

3. Moderately successful 



A) What did you like best about the workshop? 



B) What did you like least about the workshop? 



C) Suggestions for improvemimt : 



IV, . / . .J: J ■ 

A) A two-day state conference for educators of limited English-speaking 
students is tentatively planned for June at Western Kentucky Univer- 
sity. This conference will provide in-depth training in ESL, voca- 
tional ESL, cross-cultural awareness, life skills plus opportunities 
for other Information and Idea-sharing. Please indicate your level 
of Interest in attending this conference: (Check one) 

1. I will definitely plan to attend. 

2. I probably will attend. 

3. I am not sure whether I can attend. 

4. I will not attend. Please check reason(s): 

financial 
J scheduling 

others 



5. If I cannot attend, I will encourage someone else from 

tny program to attend. 

B) Do you feel further training of this nature is needed for educa- 
tional personnel in your program? 

YES NO 



1) (a.) If YES , please check all areas in which you feel further 
training is needed: 

1. ESL Training 

2. Cross-Cultural Training 

3. Vocational ESL^ Training 

A. Life Skills Training 

5. Other area(s) please specify: 



(b.) For your program needs, which one of the following modes 
of training would be most effective? (Number In order of 
preference; 5-Tnost effective, 1-leasL :^^fective) 

State conference 

Additional workshops 

Inservice training 

Classroom consultation 

University courses 

2) If NO, ple^ase explain: ^ 
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YES NO 

If YES » please describeu^ourceCs) of training below: 

Workshop 

Inservice 

University or college courseCs) . 

Other (please specify) : - 



t4 



VI. Listed below are the objectives of this workshop. Pleajse indicate how 
successfully you feel each of these "objectives has been achieved. 



ERLC 



1. 



3. 



A, 



5- 



To demonstrate the need for ESL 
instruction in programs enrol- 
ling limited English-speaking 
students • • • . 



To demonstrate that ESL in- 
struction is more appropriate 
for students of limited English- 
speaking ability than more 
unstructured linguistic in- 
strtiction 



To provide appropriate ESL 
teaching strategies for educa- 
tors of limited English- 
speaking students 



To demonstrate the need for a 
bilingual and/or ESL vocational 
education component in programs 
enrolling limited English- 
speaking students. < 



To offer ideas for an inter- 
disciplinary approach between 
vocational teachers , ESL 
teachers and other staff members 
for successfully mainstreaming 
limited English-speaking stu- 
dents into regular vocational 
programs .... 

68 
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6. To examine cultural barriers 
to anticipate in working v;ith 
limited English-speaking 
students . . 

7. To offer possible solutions to 
cultural problems which may 
arise in working with limited 
English-speaking students, . , . 

8. To demonstrate the need for 
life skills instruction for 
students of limited English- 
speaking students 



9. To offer^ educational strategies 
for implementing life skills 
counseling and instruction . . . 



10* To increase sensitivity to the 

educational barriers encountered 
from the limited English- 
speaking student's perspective . 

To increase awareness of the 
need for implementing program 
modifications in order to more 
equitably serve limited English- 
speaking students 

To provide basic educational 
strategies with immediate 
applicability for programs i 
enrolling linguif.tlcally diverse 
students . . • 



13. To provide practical educational 
program ideas for educators 
'>f limited English-speaking 
students 



11. 



12. 
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APPENDIX B 
Conference Evaluation Instrument 



CONFERENCE EVALUATION 



State Conference 
for 

Educators of 
Students With 
Limited Engli'.h Proficiency 



June 6-8, 1979 
Western Kentucky University 



Sponsored by 

The Center for Career and Vocational Teacher Education 
through funding from the 
State Bureau of Vocational Education 



Your completion of this evaluation form will assist the project staff In 
assessing the success of this conference. Thank you. 



I. Please check your job description: 

A. Instructor/Teacher— Subject (s) 

^Vocat1oni?^l 



_ABE 
Secondary 

"University /Community College 
JOther (please specify: 



B. Administrator 

Vocational 

ABE 



_,Publ1c/paroch1al school - 
JJnlverslty/Conmunlty College 
"Other (please specify: 



C. ^Counselor 

Vocational 

, Secondary 



_ABE 

"Other (please specify: 



D. Other job description: Please specify 

E. Does your educational program presently enroll students of limited 
English proficiency? 

^Yes— (approx. no. ) 



No 

"Not Applicable 



II. Please rate each of the conference se'ssions which you attended . Circle the 
numbers which best reflect your ratings of each session. 

QUALITY OF APPLICABILITY 
PRESENTATION TO MY PROGRAM 

Excellent Poor Significant Negligibl 

Opening Address: Bilingual 

Education: More Doubletalk? 54321 54321 
Ky's Present & Future Status 

in Education for LESA 

Students 54321 54321 



Excellent " ' "poor Significant Negllglbl 
Reports from Ky. Programs: ... 

ChMk Session . . , , . 5 4 3 2 1 

t 1 Louisville Bilingual Elem. ^ ii i o i 5 4 3 2 1 

and Secondary \ \ \ \ \ 5 4 3 2 

[ ] Owensboro ESL \ \ \ \ \ 5 4 3 2 

[ 1 Lexington ABE/ESL 5 4 3 2 1 5 4 3 Z l 

English for Special Purposes ..54321 54321 

Immigration & Citizenship . ^ ^ « i k a i 9 i 

Information for Educators. ..54321 .ohj^i 

Sources of Assistance 54 3 21 54321 

Teaching Culture to ESL Students 5 4 3 2 1 5 , 4 3 2 1 

Guidance & Counseling ror ..4,01 k a 1 ? 1 

LESA Students .5 4 3 2 1 s 4 J ^ 1 

Mini -Workshops: 

Check Session Attended .^,01 cat?! 

[ Tesl. ...5-4321 9 1 

[ ] Vocational Education ....-543 21 54321 

Please rate the success of this conference for each of the following areas: 

Very Successful Unsuccessful 

ft 

1. Provision of training oppor- 
tunities on topics relevant c a r 9 i 
to my interests . « 5 4 i t 1 

2. Provision of useful educational 

strategies applicable to n\y c a ? 1 

program 5 4 J 

3. Opportunity for participants . >, -j 9 i 
to share ideas, resources .... 5 4 3 c \ 

4. Opportunity for conference 

staff to address needs, c /i 0 9 i 

questions of participants .... 5 4 J c 1 

5. Opportunity to interact 
with and share ideas/re- 
sources with other Kentucky >, -i 9 i 
"educators 5 4 3 i 1 



6. Introduction of new edu- 
cational Ideas WMch may 
be Incorporated Into iny 

program . 5 4 3 2 1 

7. Increased n\y ability to 
address the cultural diver- 
sities which are encountered 
in working with students 
from other national and/or 

ethnic origins 5 4 3 2 1 

8. Increased expertise in . 
equitably serving linguis- 
tically divense students. . • • • 5 4 3 2 1 

9. Provided opportunity to 
assess Kentucky's progress 

in provision of equitable ^ 

education for students of ' 

limited English proficiency ... 5 4 3 2 1 

IV. The most positive aspect (or aspects) about the conference was (were): 



V. The most negative aspect (or aspects) about the conference was (were): 



VI. Based upon your experience (at this conference and In your educational 
setting) what need(s) do you feel need to be addressed In the future 
regarding education for Kentucky's students of limited English proficiency? 



Er|c 7 7 



\ 

\ 

\ 



\ 

\ 



\ 

APPENDIX C \^ 

Supplemental Material for Conference Session Ei^titled 
"English for Special Purposes" \ 
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PROTOTYPE UNITS 



ENGLISH AS A SECOND LANGUAGE IN 
VOCATIONAL/TECHNICAL EDUCATION 



CLERICAL MODULE 



Center for Applied Linguistics 
1611 North Kent Street 
Arlington, Virginia 22209 



Copyright 1978 - National Indochinese Clearingh 
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V N t ^ T I V15 
OBJECTIVES FOR T 11 K TEACHER; 
lisUcnin!^; Coniprebenslon 

Student will be able to: 

1. Comprthend and answer simple questions about the long 
dialogue. 

2. Identify the different terms used with the telephone 
system. 



SponUi np, 



will be able to: 
oive an appropriate response when: 

a. asked about making and receiving telephone calls. 

b. asked about the use of telephone and interoffice direcLories . 

c. asked about taking messages. * 

2. Recite a short dialogue with one another 

3. Ask questions to elicit the above inforn^ation. 

A. Perform all of the above with acceptable pronunciation. 



Readi n>.'. r nd Writing; 

Student will be able to: 

1. Rojd 0 ; .sage and answer comprehension questions for 
homewf eatwork. 

2. Compi • short writing assignment for homework/.vr. Iwovu. 

OBJECTIVES FOR THE S T U E N T 
In this lesson you will: 

1. Listen to and understand the lopg '_dialoj',uo . 

2. U^.avn verbs and vords about Making"^ and receiving tolcpiionc 

calls. . 

3. Learn to use tclcpliono and j-.ip code directories. 

,A. I-earn to take mc rsa j;,es . 

.S. Momori-.'A! a short dinlogue. 4 

(,. llavo n short convovFntion v;it.h anoUuir student. 

7. R( nd a sliort .selection and nnsuor qucscion.s. 

8. Do a short wriLiui', nssigniiicnt . 

Local IcU'pliono d i i-f^i- 1 ory 



CLKKICAL (5) 1 
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nth t 0 <^ir¥ 

To tho Toncbor ; Tho following dialogue is intended to introduce the 

student to 1) irregular verbs in the past tense, 
most of which were Introduced in Unit IV5 2) 
auxiliary vi ] 1. Follow the same presentation proce 
dure as outlined in Units 1-3. 




To tho Student ; Listen to the following dialogue. Do not memorize it. 

1. Follow along in your book as your teacher reads 
the dialogue. 

2. When your teacher tells you to do so, close your 
book and listen to the dialogue again. * 

3. Open your book. Your teacher will explain words 
and senloncps you do not understand. 

Close your book. Listen to tho dialogue again. 
5. Answer ^le questions your teacher asks. Give short 
answers. 



Situalio n: 

Mary Ann: 

Chau : 
Mary Ann: 

Chau : 

Mary Ann: 
Chau : 
Diana : 

Cliao: 

Mary Ann: 
Ch.iu : 

Mtirv Ann: 



It's a busy day. Mary Ann will need Chau's help with the 
phone . 



I began this monthly report yesterday, but it's not 
finished. 

Can I help? 

Will you take the calls again today? Mrs. DeWiit -vroto 
us a memo. A Mr. Con^aic^ will call collect for her. 
Accept tho chcirgos and transfer hii:^ right away. 

O.K. I made calls yesterday and took messages, but I'll 
need j;omc? help v;ith tho collect call. 

You won't have trc^uble. It's easy. 1*11 be? right hero. 

O.lv, (phono rings) CJood morning, Marketing. 

Good morning;* This is Diana from Panorama Trcivcl. Sonic*- 
one in yovji: ol f ieo made a rer>(*rva t i on for >h\s . I)e\/itt 
to Mini-ni . Wa\i that first claims or coach? 

Will you hoJd? T*ll find out. Mary Ann, did yuu makc^ 
thc^ rfjjHirva ti on for Mr.*;. UcWitl to Miar.^i? 

Yes, I gave Panorama all the inf oniia L ion . 

Well, they ItM^^'^ot to \:ritc d(n-;n "jirst clas?." or "cOctch" 
Will ;.]u! fly firsL class? 

1 don't I'euKi.iher. Lasl time she flew coach. V/r'll havt? 
to ca 11 theui hack . 
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CLKRiCAL (5) 2 



maur : ^ W«? ' te not nure^ fboai 

the flifiht. Can \)c call you back? 

Diana: O.K. I gave you my number, didn't I? 

Chau: I saw it in the rolodex. It's 596-A001» isn't it? 

Diana: That's right. We'll be waiting for your call. 

(phono rings) 

Chau: • Good morning, Marketing. 

Operator: I have a oollcjrt call for Jane DeVJitt from Martin Gonzalez. 

• Will you accept the charges? 

Chau: Just a minute, Operator. Mary Ann, here's the call from 

Mr. Gonzalez. How do I transfer it? 

Mary Ann: Push the intercom button and dial 21. Tell Mrs. DeWiLt 

it's long distance. 

Chau: Mrs. DeWitt, your long distance call from Mr. Gonzalez 

is on line V. 

Mrs. DeWitt: Thank you. 
CorrproluMisi on Q i -testi ons 

Tcacht-r: 1. Wliat I-iary Ann busy witli? 



2. What did Mary Ann nsk Chau to do? 

3. • What did the trrivel agent forget to write down? 

4. Did Chuu tc';ke phone calif; ycr-terdoy? 

5. Was the call from Mr. Gonzalez collect? 

ihe following exercises drill Irregular yerus in the pa.'Jt tense: 



PrcsoDt 


Past 


Pro son t: 


Paf»t 


am/ara/ Is 


was/wciro 


bold 


held 




bo gnn 


koop 


kept 


bring 


broug C 


ktiow 


knex^; 


coinc 


CO mo 


lenve 


left 


do 


did 


make 


mndo 


oat 


ate 


read u 


read 


find 


found 


say 


said 


find out 


found oul 


sec 


saw 


f or};c^ L 


f or [;ot. 


cend 


sent 


ay 




speak 


spokG 






take 


took 






loll 


told 




vout" 


fhi nk 


tiio\irJu 




lind 


v; r i I <.> 


wrol 0 




lio;u*d 


wr 1 1 c duwn 


wro ic dov.Mi 



CLKKJCAL (li) 3 
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Repetition Dr ills 

^ ^ Repeat the following sentences 
after your teacher. 

I took messages. . 

I mode calls yesterday* 

I gave them the information* 

Mrs. DeWitt wrote us a memo. 

She fiew coach* 

I kept you waiting. 

Ic was easy for you. 

I began this monthly report yesterday. 

They forgot to write down first class or coach. 

We didn't fill in first class or coach. 

Did you make the reservation? 
Did Mrs. DeWitt fly first class? 



2. Substitution D rills . 



(a) 

T: Mary Ann v7rote ':hc report, 
began 
read 
brought 
sent 



Repeat the fir.st sentence 
after your teacher. Then make 
a sentence using the words, (cae.s) 
provided. 

S: >Iary Ann wrote the report. 
Mary Ann began the report. 
Mary Ann read the report. 
Mary Ann brought the report. 
Mary Ann sent the report. 



(h) 

T: The secrutnry knew tho area code 

found . 
had 
got 



The secretary knew the area code. 
The secretary found the area code 
Tlie secretary hau the area code. 
The secretary noi the area coda. 



T: 



Chau made? calls yesterday 
took mil usages 
wrote nicn^os 
made reservations 



S: Cliau made calls yesterday. 

Chau took im'S.snju^s yesterday. 
Chau v;roto r,v.Miu>s yt stcrday. 
Chnu made resc?rvations ye.slerday 



CLEIUOM. (3) ^ 



(d) 

T: I'he operator knew the private 
number 

kept a tc I d phone 

directory 
found the extension 
^ saw the new directory 

3» M ultiple Substitution Drills ^ 



(a) 

T: The operator took the call, 
die number 
He 

gave 

Diana 

know 

extension 
got 

an outside line 

a loni^-distance call 

Chau 

took 

(b) 

T: lire. DcWltt flew to Kl-w York 
last month ♦ 
yesterday 

Chau and llary Ann 

today 

came 

vo n L 

He 

yesterday 



S: The operator knew the* private 
number ♦ 

The operator Kept a telephone 

directory. 
The operator found the extension. 
The operator saw the new directory* 



Repeat the first sentence after 
your teacher. Then make a 
sentence using the words (cues) 
provided ♦ 

S: The operator took the call. 
Tlie opera t^i. took the number • 
He took the nu.^bcr. 
He gave the number* 
Diana gave the number. 
Diana knew the number, y 
Diana k'lew the extension. 
Diana got the extension. 
Diana got an outside line. 
Diana got a long distance call. 
Chau got a long distance call, 
Chau took a long distance call. 



S: Mrs, DeWitt flew to New York 

last month. 
Mrs. DoWitt flciw to New York 

yesterday. 
Chau and Mary Ann flew to Ngw York 

ve ^3 terday . 
C and Mary Ann flew to Nov; York 

today. 

Chau and Mary Ann came to Ncv; York 
Loday . 

Chau and Mary Ann went to New York 
Lodriy • 

Mu went to New York today. 

He went to N»*" York yesterdny. 
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4, Question and Short Annv^or Drills > 



(a) 

T: Did Hrs. DuWitt write a memo? 
Did Chau mike calls yesterday? 
Did Mary Ann begin her report 

yesterday? 
Did Mr. Gouzalea make a collect 
call? 

Did Chau know Diana's phone number 
Did Chau keep Diana waiting? 



(b) 

T: Did Mrs. DeWitt fly first class 
last time? 
Did Mr. Gonzalez make a -local 
call? 

Did Mr. Gonzalez make a station- 
to-station call? 

Did Chau have trouble yesterday? 

Did Maty Ann send the monthly 
report? 

5 . Ansv;er Drills . 

-Ask the following questions. 
Students v?ill answer, *'Yes, 
I ... it/* using the post, 
tense . 

(n) 

T; Didn't you leave a message? 

Didfi't you li^-^r the di«il Lone? 
Didn't you give the area code? 
Didn^t you make the call? 
Didn't you road the directory? 
Didn' j y^ get an outijide lino?, 
Didn^t you take the ii^essnge? 

(b) A^:k students to answer in Ihe 
negative . 

T: Did you know her private number? 
Did you r^ef Iho chnrj.es? 
Did you hcnr Lhe jnu:)!^^? 
Did you find the number? 
Did you lake tl;c person- to-pc^r.ion 
call? 

Did you bring the dirocLorics? 



Give a short affirmative 
answer* 

S : Yes, ^she did. 
Yes, she did . 

Yes, she did. 

Yes, he did. 
Yes, she did. 
Yes, sha did. 

Give a short negative answer. 



S: 

No, she didn't. 

No, he didn' t. 

No, he didn' t . 

No, she didn't. 

No, she didn' t. 



Answer your teacher's questions 
in the affirmative, using the 
past tense of the verb. ^*Yes, 
I . . . it/' 

S: Yes, I 'left it. 

Yes , I heard i f: . 

Yes , I gave it . 

Yls , I made it . . 

Yes, I read it. 

Yes , I got it . 

Yes , I took it. 

Thir> time answer in the nej»n- 
tive, '*No, 1 didn*t il/tltem 

S: r;o, 1 didn' t know it. 

No, I didn * t i\i-L them. 

No> 1 d jcin ' I hc!:ir i L . 

No, 1 didn' t find it. 

No-, I didn't: U\kc. it. 
No, I didn't bi'Ing thcMu. 
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Answer Drill ♦ 

Students may give affirmative 
or negative answers ♦ Ask for 
appropriate answers from the 
dialogue. 

Was Mrs. DeWitt in her office? S: 
Were you in Mrs. DeWltt's ^office? 
Were Cbau and Mary Ann in the 

cafeteria? 
Was Chau at her desk? 
Were you at hone yesterday? 
Was I at Chau's office today? 
Was Diana »at Panorama Travel. 

Agency? ' ' 

Was Mr. Gonzalez out of town? 
Was Mr. Gonzalez in Mrs. DcWittVs 

office? 

* * 

Tr anfor iTi? tiop^ Dril \ . 
Give the following sentences in 
past tcMise and ask students to 
change them into interrogatives . 



» 

Give a short answer to your 
teacher's question. Use 
affirmative or negative answers. 
Give an appropriate answer 
using the dialogue • 

Yes 9 she was. 
No, I wasn' t. 

No, they v;eren' t . 
Yes, she v;as. 

Yes, I was. (or No, I wasn't.) 
No, you weren't. 

Yes, she Wc-is. 
Yes, he vjas. 

No, he Wcjsn' t . 



Your teacher will say a 
sentc:"ice. Change it to 
a question. 



Mrs. DeWitt was in her office. S: 

Ch:m waf^ at her clesk. 

Mr. Gonzalez wJis out of town. 

Diana was at Panorama Travel 

Af.cncy., 
I was' at home yesterday. 
I was in my office today. 
'I wfas in tlic cnfotoi\ip at noon. , 
Visay v:np in the mail room. 
Chau and Mary Ann were in the 

supply s toro . 
The operator was at. the switchboard. 

Ques t ion and Ar\ sv; pr D r ill . 
Provide the cuo and o.^ik tho first 
stu(h?nt to nsk n quc^stion with 
'•Didn't you ...?'' Second student 
will give an nf f iriiKi tivo answer. 
First student asks another (juvstioa 
usinj', '^^l^on ...?*' and sectunl <^i-iidc:nt 
answers usiuj; liie cued advej'b of 
t iino . 

UKikc a call. S, : 



this aii:(irnoon S^^ : 



Was Mrs. DeWitt in her office? 
Was Chau at her deSk? 
Wcjs Mr. Gonzalez out of toxon? 
Was Diana at Panorama Travel 

Agency? 
Were you at houie yesterday? 
Were you in yoxir office today? 
Wore you in the c;ifyleria at noon? 
VJas Vis'^y in the nirril room? 
Were Chau and Mary Ann in the 

supply store? , 
Was -the operator ^at the switchboard? 



Use the cue your teacher gives 
and ask a questicni, '^Didn't 
you Provide a short affirma- 

tive ansv:c'r. TIk nsk a second 
question, ''When ^ 
An^:wor u^ing thi our teacher 

providers . 

Didn't you make a e^ll? 

Yes , 1 d id . 

When did you innke it ? 

1 made IL thi.s afternoon. 
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T: find the telephone hook 

this morninp, 
brinu the r^-^port 

yesterday 

spenk to Mr. Gonzalez 
today 

get an interoffice directory 
last week 

SCO the organir.ci ti onal chart 

last raopth 
9. Short Dialorue . 



:2: 

'2^ 



Didn't you find the telephone book? 
Yes, I did. 
When did you find it? 
I found it this inorning* 

Didn't you bring the report? 
Yes, I did. 

When did you bring it? 
I brouglit it yesterday. 

Didn't you speak to Mr. Gonzalez? 
Yes, I did. 

When did you speak to him? 
I spoke to him today. 

Didn't you get an interoffice directory 

Yes, I did- 

When did you get it? 

I got it last veek. 

Didn't you see the organizational 

chart? 
Yes, I did. 
When did you see it? 
I saw it last month. 



Memorize the follov/ing dialogue. 



Chau: 


Hello, Marketinp^. 


Mr. Nichols; 


Mrs. t)oV7itt, please. 


Chau : 


I'm sorry, Mrs. DoWilt is on another line. Hay 
I ask \v»ho\s calling? 


Mr. Nichols: ' 


This if Mr, Nichols from Accounting, 


Chau : 


Can you hold? 


Mr. Nichols: 


Sui'c . 


Chau : 


The? li.ne*s free now. 1*11 ring her. 


Mr. Nichols: 


Thanks . 



The IolK)\'ing cxorci^H'S drill th^ auxiliary will 



Mary Ann 


will 




notul 


he 1 1'- 




1 


'U 




f i nd ouL . 








Win 




ac ci.pl 


clm ry,(}sl 




You 


will 




]\:)\n: 


trouble} . 




He 


will 


Uv)l - 


he 


late. 





•'•will noL • won't Won't tlu: spokun lonii. 
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10. Ropotitton Drtll . 



11. 



Mr. Gonzalez will call collect. 
Mary Ann will need'Chau's help. 
1*11 be right here, „^ ' 
I'll need some help. 
We'll have to call you about that. 

Will she fly first class? 
I Will you take the calls today? 

You won't have trouble. 

Suhsti tvitlon Prills. 



•7 



(n) 

T; I'll use the WATS line. 
He 
She 
We 
You 
Tliey 



S: I'll use the WATS line. 
He.' 11 use the WATS lino. 
She'll use the WATS line. 
We* 11 use the WATS line. 
You'll use the WATS line. 
They'll use the WATS line 



(b) 

T: Chau won't take the call, 
place 
transfer 
make 
answer 



S; Chau von't take the ct^ll, 

Chau won'i; place the call. 

Chau wcin't transfer the call, 

Chau won't make the cjII. 

Chau won't answer the call. 



(c) 

T; Will 



you call tlic operator? 
ring 

speak to 
get 



Will 
Will 
Will 
Will 
Will 



you 
you 
you 
you 
you 



call the operator? 
ring the operator? 
buzz the operator? 
spealc to the operator? 
get the opc?rator? 



(d) 

T: Will you dial the number? 
find 

look for 
verify 



Will you dial the number? 

Will you find the nunibt-r? 

Will you look for the number? 

Will you verify the number? 



(c) 
T: 



VMll you get 



an outside Idnc^? 

the o])orator 

the sv.'itchbun vd 

the payroll d<jpartiiU'nt 



Will you {i.ot nn outside line? 

Will you get tlie opera tor? 

UUll you get the fjwi t cliboard? 

Will you ;;t:t the payioU deportment 
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T: The operator will place a collect S: Tlio operator will place a collect 
call. call. 

a credit The operator will place a credit 

card call card call, 

a person-to- . Tlie operator will place a person- 
person call to-person call, 

a long distance The operator will pl.'j':c a long 



call 



distance call. 



^2 . Siij \si J tut ion Drills . 

T: Mr.';. DoWitt won't fly to Miami' 
today. , 
They 
You 

Mary Ann and Cliau 



I 

We 
He 



S: Mrs. DeWitt won't fly to Miami 
today. 

They won't fly to Miami today. 
You won't fly to Miami today. 
Mary Ann and Chau won't fly to 

Miami today. 
I won't fly to Miami today. 
We won't fly to Miami today. 
He won't fly to Miami today." 



(b) 

T: He wun't use the yellow p.-^^o.s, 

the office cxLr^nsion 
the private line 
fihe tolcphonr book 
the directory 



He won't use the yellov; pages. 
He won't use* the of.fice extension. 
He won't uso the privf«te line. 
He won't u^^e the teleplione book. 
Ho won't use the directory. 



(c) 

T: Won' t you sit down? 

she make Lht; Ccill 

tlic Ci3llc'r lc:£iv»..' H mc-v;;M};e 

Diiina toku the call 



S: Won't you sit down? ' 
Won't she nirjke the c^^ll? 
Won't thci caller leave a message? 
Won*t Diana tr.ko the rail? 



00 

T: Won't you cou.u to the offico today? 

go to the credit union 

look for the numbor" 

ask for h'jlp 

call for reservations 



VJon't you come to the office today? 

Won't you go to the credit union 
today? 

Won't you look for ihe number today? 

Won't you ask for help today? 

Won't you call for reservations 
today? 
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Witt : - 

Provide the sentence and cue. 
Ask the first student to ask 
a question using wi 11 , Ask 
second student tu give a 
short answer # 



Your teacher will say a sentence 
and give a cue. Mak^ a question 
using* the cue and viil . Then 
give a short answer* 



T: Mr. Gonzalez didn't call yesterday, 
today 

The telephone company didn ' t 

deliver the phone books today, 
next week 



Mrs. DoWltt didn't return my 

call i:his morning, 
this aftcrnooa 



Mary Ann didn't begin the ' 

report last week, 
today 

I didn't £ly to Miami loul: month- 
this month 



14, 



Cund Rt^sponse Drills . 
Have .students rofor to the 
illustrntion (n pagu from 
a tclcphoncr book) to* answer 
the f (> 1 ] ovv' in g questions. 



(n) 



Will you give me the number for 
Clever land House Apijr tmcMits? 

Will you give nu» the number for 
Heniy Clcmons? 

Will you givc! mc the. nuubcr for 
Wm CJohan? 

Will yon i\ivv. mc the number for 
Clinton Motor Co. '! 

Will you j>ivc nvj the number for 
Cline Tri'ivei A|;Lnu^y? 



'2- 



2' 



Will he call today? 

Yes, he will, (or No, he won't.) 



Will they deliver them next week? 
Yes» they will, (or Ko, they vjon't.) 



Will she return ray call this 

afternoon?', 
Yes, she will, (or No, she won't.) 



VJill she begin it todcy?- 

Yos, she will. (or Na, she won't.) 

Will you fly to Miami this month? 

Yes, I will, (or No, I won't.) 



Use the illustration on p. 

to answer you teacher's, questions. 

Answer, "It's ..." . 



It's AD4-6146. 
It's 723-0131. 
It's 338-5201. 
It'f 8G8-2000. 
It'.'i 'J66-9179. 
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(b) Provide the cue and hnvo 

one student ask the question, 
and a second student 
answer it. 

(Note: Either use the follow 
ing or bring a sample 
p.'ige from your local 
telephone directory.) 

T: \Clemco Research 



Joseph Cleveland 



V. A. Clements 



Climate Control Service Co. 



Use the cue your teaclier 
provides and ask the question, 
"Will you give rae the number 
for ...?" Give ail answer. 



Will you give me the number 

for Clemco Reseorch? 
It'.<? 295-0388. 

Will you give me the number 

for Joseph Cleveland? 
It's 582-8304. 

Will you give me tlie number 
for V. A. Clements? 
It's i:M3-1034. 

V7ill you give me the number 

for Climate Control Service Co.? 

It's 779-5252. 



Clean-Rite Mai.uU-m.nce 2300 Mriss Av IxT7 574-6670 

icicarficld V-farren 1700 HamiJ.ton St 526-5600 

Clonry Marv E 254 8th ?l 960-3015 

Cloi, CO Rcsenrch 1000 Conn Ave N^^ 295-0388 

Cluments Pa h try Shop 1338 1! St NE 526-4 15 i 

Clc'.n.nts V A 4600 Calif St EM3-1043 

ClcTini Anna Mrs 1400 Wis Ave N\7 295-2187 

Clemmor Dan 0 Jc 2ll3'M St W 574-7990 

Clor.ont. Ucnry 1350 ICoiuv.-lv St NT: 72 3-01 31 

Cleveland Unusu Avartir.onts 2700 29th AT)4-6146 

Ck'V.-.land Jor 5744 Soul horn Ave NE 528-8304 

Clcwoll C F 2501 Pa Ave Nlv' 337-8108 

Clowell !:d[;ar Mrs 6200 Or^.- Ave: NW 363-5910 

Climnto Control Service Co 200 Mass Ave; NE 779-5252 

Clin.? •rrnv..-i. hyy-ucy 4601 i:nn Avu N^-: 966-9179 

Clinton Barbara 743 Vuth KW 880-9864 

Clinton Kitch':n Shop 36',0 OLl". NE HO.7-4134 

CLinlon I'.ft.il Cc.,ni--nnY Luc 2.H)0 Va Ave NW 11Y3-3800 

CI j m en Motor Co 1340 Komn-ciy 868-2000 

Ck.har Wm 400 j-.:Cr.son S'" KV 338-5201 
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15. Cued Response Drill . 

Provide the cue. The students 
will use the sample from an 
interoffice directory below 
to ansvjer the question, "Wliat's 
- the number for ...?" "It's 



Use the cue your teacher provides 
and ask the question, "What's the 
number for ...?" Answer the 
question using the directory below. 



mTI01>AL OFFICE mClllNES DIRECTORY 
FREQUENTLY CALLED NUMBERS 



115 
200 
2 65 
106 



Audio-Visual Services 

Cafeteria 

Coffue Shop 

CompuLor Center 

Credit Union 576 

Fast Copy Service 355 

lleaUh C(uiL-cr , '+31 

Mail Room 735 

Payroll Dopyrtiaont • "^10 

Persoi-!no] ^00 

Supply Store 360 

Telepiiouc Service '^70 



T: the Hoal-th Ccmtcr 



the Mail Room 



the Supply Store 



the Computer Centtir 



AuJio-Vi luiiil Si-rvi 



the (;reilj( Union 



the Cafeteria 



95 
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What's the number for the Ue^lth 

Center? 
It's 431. 

What's the nuaiber for the Hail 

Room? 
It's 735. 

What's the number for the Supply 

Store? 
It's 360. 

WhnL's llie number for the Computer 

Cen Ler? 
It'a 106. 

What's Llic nuniljer for Audi o--Vi.sua 1 

Service.';? 
If's 115, 

Wh.-it. 'fi the nuniln-r for Ok- Creilil" 

Union? 
Jt';: 576, 

Whal'.s the number for the Cafeteria 
It'iJ 200. 
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Si 



ftole-Playiw; Attivlty .' 

llie followinj; rolc-plnys are 
all telephone convecsations. 



Have n short telephone conversa 
tion with another student using 
the following situations* 



I. Diana from P^moratna Travel Agency calls Chau. She 
weaits information about Mrs. DeWitl's flight* 

II. Dora, Chau's roonima'te, calls Chau* Chau is not at her 
desk. Mary Ann answers the phone and takes a.niessar^*. 

III. I^irs. DeWitt wants to speak person- to-pcrson Uo Sara 
Jninuson. Her number is (301) 7C3-4AA6. One student 
places the call. The other student is the operator. 

IV. One student asks another for the telephone number of 
a person or division, u.sing the interoffice directory 
and the cample from a telephone hook here. The other 
student answers the question. 

V. lli:ing a local telephone book, students ask each other 
questions. 



Exampley: VJliat's the number of lloorc Grocery Store? 



1. Mr. Jamus L. Wigj\ins cnllcd. 

2. Ik^ worl-.s ic^r Ccnornl Office Siip^^ly Co. 

3. He refuined Mrs. DfWitt'i) c:j11. 
i\. He Wiinf.s Mrs. DoWitt: to cnll him. 
5- His plione numbc^r is (703) 3:^8-8o{jG. 

6. he called at 12:00 (noon) 

7. The djLo is May 15. 

f>. You took th(^ cal ] • i 



It's 787-8000. 



VJhere is Bateson Book Store? 
It^s at 156 South Main Street. 



j jomay orU / S^'icitwojrk . . 
Have students fill in the 
teleyjhone iP'.:ssogn form vith 
the fol]o^;iu£; iufurmntiun 



Fill in the telephone tnorsajro 
form with the 'followinij info- 
ma tion. 



CU'KirAL lA 



To 



Date 



_____ Time 

TELEFHOiNE MESSAGE 



of 



rhono 



Area Code 



Number 



Extension 



TELEPHONED 
CALLED TO SEE YOU 
WANTS TO SEE YOU 



PLEASE CALL 
WILL CALL AGAIN 
URGENT 



RETURKHilD YOUR GALL | I 



hossngc 



Operator 



(b) Hnvc nLudcnts take the Now take the inforniaLion 

inforniciLion from this from the following convorsa 

telephone conversaMon tion and fill in another " 

and fill in anather telephone inoosage form, 
telephone message form. 

S j lunt.j on : It's 11:15 on Novcnilx':; Alli. 

"Good morning. Mr. Brown's offir- . Miss Lee speaking." 
"This is Jim Stonor. Is Bill in: 

"I'm sorry. Mr. Brown is in n meeting right now. Can 

I take a message?" 
"Yes, tell him I ca ] kul . Asli lii-n to call mu this 

aftt!rnoou. It's about tho Kohler file. It's urgent. 

11(2 hr-.T my number." 
"I'll do that." 
"Thank you." 
"Coodbyi'." 
"Goodbye." 
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To _ 
Date. 



Time 

TlSUiPHONE >ESSAGE 



M _ 

of 



Phono 



Area Code 



Number 



Extension 



TELlilMlONED 
CALIJil) TO SEE YOU 
WANTS TO SEE YOU 



PUiASE CALL 
WILL CALL AGAIN 
URGENT 



KETUliNED YOUR GALL | " | 



Operator 



Role -1^2,''^y \"P . ^ ctiyity . 
Using tin-; following naiTio.s and 
tolapbone nunbt-r;;, have studcntf; 
place phone cnllt; Lo coch odnir's 
offices. One .''Uiulcnt j^ltuc'S the 
call; the other answers and 
taken n me.^sap,e. 



Use the follov.'ing name.T and tele- 
phone nnmhers, and ron.ke a telepho: 
call to nnoLhor office. An5\.'er Ll 
telephone and take a nesj-.c^ge. 



Example: Will-'ai^i Schlt^sinj-'.er 
OR5-6700 Ext. 3/+ 



Mr. Frost';; office. Can X help you? 
Thi55 is nr. Sc ill singer. Is Mr. Fror.t in? 
No, he. isn't. May 1 take a message? 
S^'; Yes. Ark hin to call me today. 
S^; 1 v.i'll. VJh.iL's tlu! nuuibir, please? 
sj: OR5-CvOO, Ext. . 

S : That's OK5-()7()0, V,:<r . . Will you please spcl 



S : 
S,: 



your last n.^K.v for nf? 
It's ScbU-sing'T. S-C-H-I.-i:-S-l-N-G-K-I^ 
S-C-H-h-E-r;- J-N-G-E-R. Thank you. I'll have 

him call you. 
GovHlbye . 



S, : Good bye . 
1 
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1, 

2. 
3. 
A. 
5. 



Claude Felrson 
343-5601 

Howard Fi'omkin > 
,5-7862, Ext. 21 



Jamas Thompson of C.L. Foster Co. 
544-9000, Kxt. 43 

Barbara Jameson 
676-8989 

Diana Johnstone 
2A4-3547 (h) 
433-9076 (o) 



1 9 « ( a ) Uo ad ing Pa.Qf?age , 

Telephone Manners 

The telephone is an oxtc*nslon of your office. You will ansver 
the phone and place calls for your bovss and your company. Your employer 
hired you to he pleasant, courteous, and helpful on the telephone. 
Your ep.iployor's reputation v;ill v' pend on how you aas\7er the phone. 
You can make a good impression or a bad itapression. 

Read these two telephone convc-rsations end evaluate the 
sefcrotary's phone vnanneiv-^ in each. Was she pleasant? Was she help- 
ful? VJas she courteous? , 



Conver sa tion 1 . 

Secretary: Wait a minute, I'm on 
another line. 



Callar : 



Hello. . .Hello. . . 



Secretary: Yeah. VJhat did you 
want? 

Caller: l3 Mr. Janeson there, 
please? 

Secretary: No, he's not. 

Caller: Do you expect him this 
afternoon? 

I- don ' t know. 



Secretary : 
Caller: 

Socrc tary 
Caller: 



Well, can you toll him 
that Mrs. Schum'ichor 
called? 

What nain:^ w:js th'Jt? 
.Schuiincher. S-C-II-U-M-A- 

c-H-i;-u. 



Socrclary: O.K. Bye. 



Secretary ; 

Caller: 
Secretary 

Caller : 



Con ve r s a t i on 2 

Good morning. Mr. Jameson's 
office. Can you hold? .... 
Sorry to keep you waiting. 

Hello. This is Mrs. Schumacher 
Is Mr. Ja-Bason in? 

No. I'm sorry, he's not. 

He'll he out of the office 

all afternoon. Can I help you? 
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Maybe. Do you knov; vm'at date 
he schetli.iJcd the re^;Jovial 
m?eting for? 

Jiint a Tilnuto, plon.so, and I'll 
find out. Will you held? 

Certainly. 

Thank you for waiting, Mrs. 
Schiimnchvr. The mLHiiinj; Vv'ill 
be on July 17Lh at i\:30. 

Thank you for your irouhlo. 
Coodhyc. 

Secretary : Goodbye. 
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Secret wry : 

Caller: 
Secretary : 

Caller: 



In the first conversation, the secretary took no tiipo to 
identify the office. She didn't oven say hello. '*he forgot to be 
pleasant. She gave the caller no information. Mrs. Schumacher had 
to ask for everything,. The secretary was rude. She never said the 
caller's name. Sho didn't thank the caller for telephoning. She 
didn't \xs^ polite expressions. She did not make a good impression. 

The second conversation v;as much better. The secretary tried 
to help Mrs. Schumacher, She found out the meeting date. She - 
identified herself and lier office. She used polite expressions ^ She 
was plcasnut nnxl helpful. She made a good impression, for herself 
and for her office. 

19* (b) Coinp rehe ns ion Qiie t i ons . 

« 1. Is the telephone an extension of your office? 

2. In the first conversation, what did the secretary 
forgot to be? 

3. I>id she make a good impression? 

4. In the second conversation, what did the secretary 
try to do? 

3. Wlien is the regional meeting? 
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Nouns 
area code 

audj.o- visual services 
caller 

computer center 
conversation 
credit card call 
dial tone 
extension (ExtO 
fast copy cervi'cf^. 
flight 
heriJelf 

intercom button 
local call 
long-distance call 
meeting date 
mont]ily report 
name 

operator 

organisational chart 

outside* line 

person--to-person call 

phone book 

polite expro:.:sioiis 

private numbc^r 

regional meeting 

rolc^dex 

service 

station-te-station call 

tel(:p};one coi;.pany 

telcj)honing 

trave] agent 

tlie line 

yellow pages 



VOCABULARY 



I Expressions 

a busy day 
accept charges 
call collect 
Can you hold? 
coach 

first class 
fly coach 

frequently-called number 
give information 
have a collect cal] 

(for someone) 
have trouble 
He's out of the office. 
I gave you ray number. 
I'll be right there. 
I'll have him call you. 
I'll ring (someone) . 
It's* urgc-nt . 
Just a minute. 
Ke ep ( s oiao o n cO wa i t i ng • 
make a good impression 
Mayp I ar^k v;ho*s calling? 
place a call 
return a call 
(somebody if-;) on the line 
Sorry T ];'ept you v;aiting. 
take caliis 
take timo 

Thank you for your trouble. 
The line's free. 
Will you liold? 



Dc s c r j p L i \^ o Kc^ r d s 

anotl:or 

at her desk 

at homo 

at the switcliboard 

bcilLc-r 

frequently 

holpful 

out of town 

ploanant 

rude 
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Review Drill. 



The following exercises drill Lhe Ii!H)erulive and question forms which, can be 
used for* clarification or conf irmalion^ 



T: xerox copy 
No. 2 pencil 
a legal pad 
a manila foildeie- 
the Rogers folder 
last monuh's report 
Mrs. Henderson's address 



SI: Bring ma a xerox copy. 

S2: Did you say ''xerox copy"? 

SI: Bring me a No. 2 pencil. 

S2: Did you say "No. 2 pencil"? 

SI: Bring me a legal pad. 

S2; Did you say a "legal pad"? 

SI: Bring me - manila folder'. 

S2: Did you say a "inaniia folder"? 

SI: Bring me the Rogers folder, 

S2: Did you say the "Rogers folder"? 

SI: ., Bring me last month '« report.. 

S2: Did you say "last mouth's report"? 

SI: Bring me I-.'rs. Henderson's address. 

S2: Did you say "1-Irs. Henderson's addres 



T: an outs in c line 



Mr. Gonzalc: 



Fast Copy 



Audio-Visual Services 



the Coinpul.cr Center 



Payroll 



General Office Supply 



SI: Get mc an cutside Jine. 

S2: Was that: "an outside line"? 

SI: Get mc Gonzalez 

S2; Was that ":ir. Gonzalaa"? 

SI: Get mo Fast Copy. 

S2: Was that "Fast Copy"? 

SI: Get we Audio-Visual Services. 

S2: Was that "Audio-Visual Services"? 

SI: Get ivt-i! LUc Computer Center. 

S2; Was that "the CompuLer Center"? 

SI: Oct mc; ravioli. ' 

S2: Was that"Payroll"? 

Si : Get tnc? C, n>.'ral Office Supply. ■ 

S2; Was that "General Office Supply"? 
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UNIT NINE ; 
0 BJECTIVES FOR THE TEACHER? 



Listen inR Comprehension 

Student will be able to: 

1. Comprehend and answer simple questions about the conversation. 



Speaking • • 

Student will be able to: 
- 1, Given an appropriate response when: 

a. asked about preparing large mailings 

b. maintaining supplies. 

c. ordering supplies, 

2. Memorize two short dialogues. 

3. Have a short conversation with another student • % 

4. Ask questions to elicit the above information. 

5. Perform all of the above with acceptable pronunciation, 

Reading and Writing ^- 
Student will be able to: 

1. Read a passage and answer comprehension questions for 
homework/seatwork. 

2, Complete a short writing assigniiient for homework/seatwork. 



OBJECTIVE S FOR THE STUD K NTs 
In this iesson you will: 

1. Listen to and understand the conversation. 

2. Learn about preparing large mailings. 

3. Learn about maintaining supplies. 

4. Learn about ordering supplies. 

5. Memorize two short dialogues. 

6. Have a short conversation with nnouher student. 

7. Read a short selection imd nnswor questions. 

8. Do a short writing assignment 



INSTRUCTIONA L AID S : 

1. Illustration for Unit IX, 
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CONVERSATION 

To th e Teacher ! The following conversation is intended to introduce the 
' student to 1) adverbs of frequency, and 2) be + fioina 

to. Follow the same presentation procedure as outlined 

in Units 1-3. 

This dialogue is not for memorization . 



To the Student *. 



Listen to the following conversation. Do not memorize 
it. 

1. Follow along in your book as your teacher reads 
the conversation. 

When your teacher tells you to do so, close your 
book and listen to the conversation again. 
Open your book. Your teacher will explain words 
nnd sentences you do not understand, 
riose your book. Listen to the conversation again, 
•iswer the questions your teacher asks. Give short 
nswers. 



2. 



Situation ; 

Maryann: 
Chau : 
Maryann: 

Chau: 
Maryann: 

Chau : 

Maryann: 
Chau : 
Maryann: 

Chau: 



Maryann and Chau are preparing to do a bulk mailing. 
We need to prepare a bulk mailing today, Chau. 
Okay, vrhere do we start? 

First, we need to get the. flyers. The printer didn't fold 
and staple them. We're going to have to do that. 
I'll get the staples. How many flyers are we going to send? 
We usually send out three thousand flyers to people on the 
mailing list. 

Here are the staples and the staplers. Do you have the 
address labels? 

Yes, but they aren't in zip code order. 

Do we always put them in zip code order? > 

We didn't in the past. But the Post Office is going to 
give us a discount on bulk mailings. So we have to sort 
the mail. We do that by zip codog. 

How much do wc save? 
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Maryann: 

! Chau ; 
Maryann: 

\ 

Chau: 
Maryann: 

Chau : 
Maryann ; 

Chau: 
Maryann; 



We savo 2\ cents per flyer. We c^n start folding. Liz 
is going to put the addresses in order. 

Aren't they in order already? 

They are. But they're in alphabetical order by list names. 
The zip code order is new and we're changing over. It takes 
a long time to sort the address cards, but we're only going 
to do it once. 
How long will it take? 

Well» Liz started to sort the cards a few days ago. She's 
going to bring us the cards before lunch. We can fold the 
flyers noy, and stick on the addresses .after lunch. 

How often do wc do bulk mailings? 

It varies. Sometimes we do a lot. In N.oveirber and December 
we frequently have 3 or 4. But in July wc rarely do any. 

Why are there so few mailings in summer? 

We're mailing questionnaires to consumers. Summer is always 
a slow season; people go on vacations and often don t respond. 



Comprehension Ques tions. 

Teacher: 1. Did the printer fold and staple tiae flyers? 

2. How many flyers are Chau and Maryann going to send out. 

3* What order are the addresses, in right now? 

4. Is the zip code order new? 

5. When did Liz start to soft the cards? 

6*. Why are there so few mailings in summer? 



The following exercises drill adverbs of frequency: 





I 




occasionally 

frequently 

never 


take 


a late lunch. 




I 


am 


usually 

always 

never 




on time. 


Are 
Did 

When does 


you 
we 

she 
She 


doesn't 


usually 
ever 
usually 
usually 


file 
take 
take 


busy? 

numerically? 
a break? 
dictation. 



Sometimes 



wc had to tloliver mail 
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1, Repetition Drill. 



Repeat the following sentences 
after your teacher. 



We usually send out three thousand flyers. 

Some times we do a lot. 

Summer Is always a slow season. 

We frequently have three or four. 

In July we rarely do any. 

People don't often respond. 

Do we always pot them In order? 

Why. ate there only a few mailings now? 



2. s ubnti^tution Drills 



Repeat the first sentence after 
your teacher. Then make a 
sentence using the cues provided, 



(a) 

T: I frequently type form letters, 
sometimes 
occasionally 
seldom 
rarely 



I frequently type form letters. 
I sometimes type form letters. 
I occasionally type form letters. 
I seldom type form letters* 
I rarely type form letters. 



(b), 

T: Visay is usually on time 
seldom 
rarely 
never 



t\ Visay is usually on time. 
Visay is seldom on time. 
Visay is rarely on time. 
Visay is never on time. 



(c) 

T: The mall 



is never l.ate, 
always 
usually 
rarely 
sometimes 



S: The mall is never late. 
The mail is always late. 
The mall is usually late. 
The mail is rarely late. 
The mail is sometimes late. 



(d) 

T: Are the flyers u 



sually stapled? 
always 



sometimes 
often 



S: Are the flyers usually stapled? 
Are the flyers always stapled? 
Are the flyers sometimes stapled? 
Are the flyers often stapled? 
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T: Did you ever prepare stencils? 
usually 
often 

occasionally 

T; When is the supply room usually 
open? 

never 



St 



S: 



Did you ever prepare stencils? 

Did you usually prepare stencils? 

Did you often prepare stencils? 

Did you occasionally prepare stencils? 



When is the supply room usually open? 
When is the supply room never' open? 



T: Chau doesn't always answer the 
phone . 

usually 
often 



S: Chau doesn't always answer the phone. 
Chau doesn't usually answer the phone 
Chau doesn't often answer the phone. 



(h) 

T: Sometimes, I work overtime. 
Occasionally 
Often 

Freqviently 



S: Sometimes, I work overtime. 
Occasionally, I work overtime 
Often, I work overtime. 
Frequently, I work overtime. 



T: Bulk mailings are difficult, 
sometimes. 

occasionally 

alv/ays. 

frequently 



S: Bulk mailings are difficult, 
sometimes. 
Bulk mailings are difficult, 

occasionally. 
Bulk mailings are difficult, 
always'. 

Bulk mailings are difficult, 
frequently. 



3. Multiple Substitution Drill 



T; Chau always proofreads her work, 
letters 
types 



Repeat the first fsentence after 
your .teacher. Then make a sentence' 
using the cues provided. 

S: Chau always proofreads her work. 
Chau always proofreads her letters 
Chau always types licr letters. 
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usually 
tl«. flyers 
Max^nn 
never 

the stencils 

sometimes 

I 

run off 

rarely 

They 

the reports 
staple 

Cued Response Drill s 
Say the sentence and provide 
the cue. Have students restate 
the sentence using the adverb. 

The office mails a thousand copies, 
(sometimes) 

We need to look up the zip code, 
(rarely) 

A mailing list is in alphabetical 
order, (usually) * 

% 

The printer folds and staples the 
flyers, (always) 

He takes shorthand on his jpb. 
(never) 

I usa the office directory, 
(often) 

Chau takes telephone messages, 
(frequently) 

Do v;e use a lot of stencils? 
(usually) 

Does she have a lot of packages? 
(always ) 

We don't use a computer, 
(usually) 



S: Jhau usually types her letters. 
Chau usually types the flyers. 
Maryann usually types the flyers. 
Maryann never types the flyers. 
Maryann never types the stencils. 
Maryann sometimes types the st6ncils. 
I sometimes type the stencils. 
I sometimes run off the stencils. 
I rarely run off the stencils. 
They rarely run off the stencils. 
They rarely run off the reports. 
They rarely staple the reports. 



Listen to the sentence and the 
cue your teacher provides. Repeat 
the sentence using the adverb. 

S: * The office sometimes mails a 
thousand copies. 

We rarely need to look up the zip 
code . 

A mailing list is usually in 
alphabetical order. 

The pt^nter alvays folds and staples 
the flyers. 

He never takes shorthand on his 
job. 

I often use the office directory. 

Chau frequently takes telephone 
messages. 

Do we usually use a lot of stencils? 

Does she always have a lot of 
packages? 

We don't usually use a computer. 
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5. Answer Drills . 

Have students answer with, 
a) "Yes we ... do." b) "No, 
1 never do." c) "Ves, she ... 
does." 

T: Do we always put them in zip code 
order? 

Do we usually sort the mail? 

Do we sometimes order extra copies? 



(b) 

T: Do you always write reports f 

Do you sometimes take dictation? 
Do you ever use the zip code 



Answer your teacher's question 
with, "Yes, we ... do." 



directory? 



T: Does Chau often answer the phone.' 

Does Maryann occasionally prepare 
questionnaires? 

Does Mrs. DeWitt frequently /ittcnd 
meetings? 



S : Yes, we always do. 
Yes, we usually do. 
Yes, we sometimes do. 

Answer with, "No, I never do." 

S: No,* I never do. 
No, I never do. 

No, I never do. 

Answer with, "Yes, she ... does 

S: Yes, she often docs^ 

Yes J she occasionally does. 
Yes, she frequently does. 



p , 


We 


're 


going 


to 


wail 


a thousand letters. 




This 


is 


go ing 


to 


be 


a long day. 




The office 


isn't 


going 


to 


take 


inventory today. 


Are 


you 




going 


to 


send 


that parcel post? 


When is 


he 




going 


to 


deliver 


the brochures? 
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6. Repetition Drill . 



Repeat the following sentences 
after your teacher. 



The Post Office is going to give us a discount. 
She's going* to bring us the cards before lunch. 
We're going to have to do that.- 
Liz is going to put the addresses in order. 

Chau's not going to file these today. 

Is the Post Office going to be open toraorrow? 
How Many flyers are we going to send? 



7, Substitution Drills 



Repeat the first sentence after 
your teacher. Then make a sentence 
using the cues provided. 



(a) 



The lob's going to be difficult. 

easy • 

long 

hard 



The job's going to be difficnlt. 
The job's going to be easy. 
The .job's going to be long, 
The job's going to be l;iard. 



(b) 



She was going to sort the mail. 

deliver 
fold 
address 
take 



She was going to sort the maU. 
She was going to deliver the ^ail. 
She was going to fold the mail. 
She was going to address the mail. 
She was going to take the mail. 



^ ... .0 ^= r:.: s ^^^^ 

Clean uuu yy , Eoinp to SGt the margins, 

set the margins I onau s go i.ut, v-u ^ 
clear the tabs Chau's going to clear the tabs. 



(d) 
1 : 



I'm not going to be late. 

be early 
be ready 
have time 
have enough 



I'm not going to be, late. 
I'm not going to be early. 
I'm not going to be ready. 
I'm not going to have time. 
I'm not going to have enough. 
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(e) 



T; 



We're not going to issue a summer 
report. 

prepare 

print 

distribute 



Is the Pdst Office going to give 
us a discount? 

take bulk mail 
require zip codes 
bundle the mail 



St We're not going to issue a summer 
report. 

We're not going to prepare a 

summer report. 
We're not going to print a summer 

report. 

We're not. going to distribute a 
summer reports 



S: Is the Post Office going to give 
us a discount? - 
Is the Post Office going to take 

. bulk mail? 
Is the Post Office going to require 

zip codes? 
Is the Post Office going to bundle 
the mail? 



(g) 



(h) 
T; 



How many copies are you going to 
make? . [ 

need 

want 

have * ^ 



How much carbon paper are you 
going to order? 

need 

use 



borrow 



(i) 
T: 



Aren't you going to take the call? 

transfer 

m*ake 
• place 



;,S; How many copies are you going to 
make? 

How many copies are you going to 
need? 

How many copies are you going to 
want? 

How many copies are you going to 
have? 



How muph carbon paper are you 

going to order? 
How much carbon paper are you 

going to need? 
How much carbon paper are you 

going to use? 
How much carbon paper are you 

going to borrow? 



Aren't you going to take the call? 
Aren't you going to transfer the 
call? 

Aren't you going to make the call? 
Aren't you going to place the call? 

4 . ' 
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When is the messenger going to 
arrive? 

• come 

leave 

stop by 



6: When is the messenger going to 

Wi: is the messenger going to 

W. is the messenger going to 
I c*ave? 

Whei; is the jpessenger going to 
stop by? 



Chau is preparing a bulk mailing ♦ 
She's going to fold the flyers ♦ 

staple 

address 

sort 

bundle 



S: She's going to fold the flyers^ 
She's going to staple the flyers. 
' She's going to addresfe the flyers. 
She 'si going to sort the flyers. 

\ She's going to bundle the flyers. 



We're running out of supplies. 
I'm going to take an inventory. 

fill out an order 

blank 
go to the supply 

store 
call the supply 
company 



S: I'm going to take an. inventory. 

I'm going to fill out an order blank.* 
I'm going to go to the supply stWe. 
I'm going to call the supply company. 



Cued Answer Drill 
Ask the question and provide 
the cue. Have students give 
an affirmative answer using 
the cue. 

Are you going to make a file copy? 
always 

Does the supply cabinet need 

cleaning? 

usvially 

Is the copying maching broken? 
often 

Do you type a lot of letters? 
always 

Does she do a lot of typing? 
frequently 



Use the cue your teacher provides 
and answer the question with, "Yes, 



S: Yes, I always do. 

Yes, it usually does.^ 
' Yes, it often is. 
Yes, I always do. 
Yes, she frequently d'-^os. 
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Transformation Drills T 

Have students change your question 

to one using "going to/* 



Change your teacher •s quest ion^ 
and use "going to". 



Will you be on time today? ^ 
Will you change your reservation? 

Will you carry the heavy things? 

Will you need the zip code 
directory? 



S: Are .you going to be on time today? 
Are you going to change your 

reservation? 
Are you going to carry the heavy 

things? ' 
Are you going to need the^ zip code 

directory? 



Will we need the Stephens file? 

Will we put them In alphabetical 
order? 

Wlll^we fold and staple them? 
Will we need the mailing list? 
Will we use the mailing labels? 



S: Are we going to need the Stephens 

•file? 
Are we going to put them in 

alphabetical order? ^ 
Are we goiing to fold and staple them? 
Are we going to need the mailing list? 
Are we going to use the mailing labels? 



Cued Question and Answer Drill s 
Provide the first cue and have 
first student ask, "Did you...?" 
Provide the second cue and h^ve 
student say, '*No, but I'm going 
to,.." 

finish the bulk mailing 
today 

sort the morning mail 
right now 

take the me^psages to Mirs. DeWitt 
this afternoon 

order the carbon papor 
tomorrow 

take inventory 
next 'Week 

type the minutes of the meeting 
this morning 

charge out the file 
now 

make the reservations 
today 



Use the first cue your teacher 
provides, and ask, "Did you.,,?" 
Then- use the secpnd cue your 
teacher provides and answer, *'Noi 
but I'm going to. . ." 

Did you finish the bulk mailing? 
No, but I'm going to today. 

Did you sort the morning mail? 
No, but I'm going to right now. 

Did you take the messages to Mrs. DeWltt? 
No, but I'm soing to this afternoon. 

Did you order the carbon paper? 
No, but I'm going to tomorrow. 

Did you take inventory? 

No, but I'm going to next week.' 

Did you type the minutes of the meeting? 
No, but I'm going to this morning. 

Did you charge out the file? 
No, but I'm going to now. 

Did you make the reservations? 
No, but I'm going to today. 
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11. Cued Question and Answer Drill . 

Provide the first cue. Have first 
student ask, "Did you...?" -Have 
second student answer, "No, but I'm 
going to." Then have first student 
ask, "When?" Provide second cue, 
and have second student repeat it. 

'^i look up the zip codes 

this afternoon 
proofread the letter. 



right now 

fill the ditto machine 



this Turning 
correct the stencil 



before lunch 
update the rolodex 



tomorrow 



12 ♦ Cued Question and Answer Drill , 
P^rovide the first cue, and have 
first student ask, ''Are we going 
to need some. . Second student 
will. answer, "Yes, we are." First 
student will then ask, "How many/ 
How much, are we going to need?". 
Provide the second cue, and have 
second student repeat it. 

T: legal pads 



about a dozen 
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Use the first cue your teacher 
provides and ask, "Did you...?" 
Answer with, "No, but I'm going 
to." Then ask, "v7hen?" Repeat 
the answer your teacher provides. 



S- : Did you look up the zip code*?? 

S»; No, but I'm going to. 

S^: When? 

. S2 : This afternoon. 

S^: Did you proofread the letter? 

S-: No, but I'm going to. 

S^: When? 

Right now. 

S. : Did you fill the ditto machine? 

S^: No, but I'm going to. 

: When? 

This morning. 

S- : Did you correct the stencil'? 

S : No, but I'm going to. 

SJ: When? — 

S^: Before -lunch. 

S^: Did you update the rolodex? 

: No, biit I'm going to. 

S^: When? ' 

S^: Tomorrow. 



Use the first cuo your teacher 
provides, and ask, "Are we going 
to need some,..?" Answer with, 
"Yes, we are." Than ask, "How 
many /How much arc we going to 
need?" Repeat the answer your 
teacher proyides. 

S^i Are we going to need some legal pads? 

Yes, we are, 
S^: How many^are we going to need? 
Sot About a dozen. 
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£lle copies 

only one 
correction tape 

several rolls 
telephone directories 

two 

duplicating fluid 

two or three cans 
felt tip pens 

several boxes 



sit 



'X- 



l2- 

4 = 

1* 

b 

^2- 



Are we going to need some file 

copies? 
Yes, we are. 

How many are we going to need? 
Only one* 

Are we going to need some 

correction tape? 
Yes, we are. 

How much are we going to need? 
Several rolls. 

Are we going to need some telephone 

directories? 
Yes, we are. 

How ^.any are we going to need? 
Two. 

Arc we going to need some duplicating 

fluid? , ^ 

Yes, we are. 

How much are we going to need? 
Two or thyee cans. 

Are we going to need spme felt 

tip pens? 
Yes, we are. 

How many are we going to need? ^ 
Several boxes. 



Question and Answer Confirmation Drill . 
Write the following Wh-words on 
the board. Have first student 
repeat the sentence you provide. 
Then have second student ask with the 
correct Wh-word. First student 
will then repeat the information 
given in first sentence, ' 



Repeat the sentence after your 
teacher. Then ask a question 
using the correct. Wh-word. 
Answer by repeating the informa- 
tion you gave in the first sentence. 



Where? When? How many? 
How ittuch? How long? 



We're going to need these in room 
506. 



We're going to need these in room 

506. 
Where? 
In room 506, 
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T: We're going to order these next 
week. * 



We're going to need 50 of these. 



We're going to need several 
bottles of this. 



We're going to need these by 5. 



^1 = 



We're going to need 100 of these. S. : 

!r 

We're goiag to need a lot of this, S- : 

■ h' 

We're going to need these all day. S.: 



We're going to ord^er these next 

week. 
When? 
Next week. 

We're going to need 50 of these. 

How many? 

Fifty. 

We're going to need several bottles 

of this. 
How much? 
Several bottles. 

We're going to need 100 of theae. 
How many? 

One hundred, (or A hundred.) 

We're going to need a lot of this. 
How much? 
A lot* 

We're gping to need these by 5. 
When? (or By when?) 
Five.' (or By 5,) • 

We're going to need these all day. 
How long? . V . 

All day. 



14. Short Dialogue. 



Memorize the' following dialogue. 



Chau: 

Maryann : 

Chau: 
Maryann: 

Chau : 



This telephone never stdps ringing. What are we 
going to do? 

Sometimes it's like that here. It's hard to do any 
work. 

I know. »How.am I going to finish sorting these cards? 

Don't worry. We can always do it tomorrow. We're not 
going to use them right away. 

_ That's good, , 
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Chain Drill . 

Either write the following on 
the board or have students refer 
to the textbook. Ask the first 
question, and have first student 
answer. Then have him/her ask 
the second student the question 
you asked , etc . 

sort the mail 
stick . the addresses on 
order supplies 
take inventory 
update the rolodex 
type stencils 
practice shorthand 
clean the files 
clean the typewriters 
typo an invoice 

What are you going to do tod^y? 



Answer your teacher's question 
using one of the following cues, 
"I'm going to..." Then ask the 
question, '^'What are you going to 
do today?" Provide an answer 
using one of the cues. Ask the 
same quest ipn and answer. 

mail the flyers 

go to the Post Office 

take a typing test 

prepare a questionnaire 

type a quarterly report 

answer the phones 

make airline reservations 

type some memos 

prepare a travel voucher 

work on the budget ■ 

S i I'm going to ; 

^ What are you going to do today? 



S«: I'm going to • 

What are you going to do today? 

S^: I'm going to ' • 

^ What are you going to do today? 

S, : I'm going -to' . • 

^ What are you going to ^do today. 



etc . 



Cued Chain Drill' . 
Provide the cues, and have first 
student say, "I'm not going to...j 
but I-^m going to..." then have 
second scudcnt use the second 
half of first student's statomont 
as the negative, and tlie cue you 
provide as the affirmative part 
of the sentence, etc. 

clean the files 
type memos 



Use the cues your teacher 
provides, and sa;^, "I'm not 
going to..., but I'm going to, 



I'm not going to clean the file 
but I am going to typo memos. 
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T: prepare a travel voucher ^ 



make airline reservations 



schedule some meetings 



prepare a questionnaire 



mail the flyers 



go to the Post Office 



'2' 



I'm not going to type memos, 
but I am going to prepare a travel 
voucher, 

I'm not going to prepare a travel 
voucher, but I am going to make 
airline reservations, 

I'm not going to make airline • 
reservations, but I am going to 
schedule some meetings . 

S : I'm not going to schedule some 
^ meetings, but I am going to prepare 
a questionnaire, 

S,: I'm not going to prepare a questionnaire 
^ but I am going to mail the flyers, 

S,: I'm not going to mail the flyers, 
' but I am going to go to the Post Office. 



17. Short Dialogue, 



Memorize the. following dialogue 



Printer.: 
Chau: 

Printer: 

Chau: 

Printer: 

Chau: 



Heljo, Feldman Printers. 

This is Chau at National Office Machines. I'm calling 
about our monthly flyer. 

Oh, yes. Your order is on my desk. Will that be the 
usual, three thousand? 

We're going to heed more this time. Can you make 3500? 

We'll need them by the end of next week. 

Fine. I'll SGftd them by special messe<:iger next 

Thursday. 

Thanks . 
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18. 



Role Playing Activity . 



I. Maryann tellS* Chau how to prepare a bulk mailing. 

II. Chau explains the difl^crence between alphabetical and 
zip code orders to her roommate, Dora. 

III. Chau orders this month's flyer from the printer. 



19. Homework /Soatwork. 



Put the following addresses 
in zip code order. 



Joseph J, Key and Co. 
5721 Main Street • 
San Pedfo,- California 



94401 



Adamson Distributing Co. 
3506 Kensington Road 
Decatur, Georgia 30032 

Robertson Bros. Inc. 

3800 Prospect Rpad. 

Ann Arbor, Michigan 48105 

Harvest Office Machines 
8988 Grand Avenue 
Cleveland, Ohio 44104 

Williamson Paper Supply 

907 Pontiac Avenue 

Providence, Rhode Island 02920 

Southern Pencil Company 
1300 North Madison Street 
Dallas, Texas .75203 

Kingston Office Services 
4700 Sterrett 
Houston,. Texas 77020 



Now put the above in alphabetical 
order . 
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20, Itomework/Scatwork . 

..'**~""~*~"~~~^~~ The following letter has KT 

typographical errors. Proof- 
read it. Then write a corrected 
letter on the next page. 



Harvest House Office Suply 
786 Newton Street 
Newark, new Jersey 07103 



October 13, 1977 



Jane DeWit, Director 
Mraketing Division 
National Office machines 
A6370 Market Street 
Garden City, New York 11530 

Dear Mrs. DeWitt: 

We receivde your rush order for five reams of . letterhead. 
We are going to send it out by the end of next weke. Usually 
we chrge' extra for rush orders. However, you are such a good 
customer, we are going to charge you the usual price. 

Thank you for the order. Please contact me Personally 
for, any further service. 

Sincerely yours : v 



Jill Padrewski 
Customer Services 



JP/fr 
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20* Hotne wo rk /Sea t wor k . 



/ 



Corrections 

Supply DeWitt_ 

New Marketing 

personally yoursj.^ 



Machines week 
^ eccived • charge 
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Using Office Machines 

Most offices have a variety of copying machines. Photocopiersf 
can quickly produce good, clean copies. However, the copies are 
expensive. You are probably going to use the photocopier only for a 
few copies. 

For many copies, you are going to need a duplicating machine, 
either a ditto or a mimeograph. Both of these machines require a 
special. kind of paper: either a spirit master or a stencil. You 
can run off lots of copies from a master on these machines. They're 
cheap, and^ for office mail, they're fine. However, for outside 
correspondence, you'll usually make a photocopy. 

Offices frequently have otherj^chines as well. YourNboss can 
dictate a letter on the dictating machine. Then you'can transcribe it 
using the transcribing machine. For a long report, you're going to 
want a collator tp keep all the pagr • in order.. For the day's mail, 
you're probably going to use the postage meter. With a lot of mail, 
you'll want an dddressograph machine and maybe an automatic typewriter. 

Accounting offices, especially, have calculators and ten-key 
adding machines. Paryoll offices are going to need key punch machines 
and other data processing equipment. 

Don't worry. You aren't going to use all of 'these machines 
right away. You'll learn to use them gradually. Besides, you can type, 
and the electric typewriter is still the, most important machine in the 
office. 



21. (b) Comprehension Questions . 

1. How many copies will you usually^^ke with a photocopier? 

2. Are you going to need a special kind of paper with a duplicating 
. machine? 

. 3. What machines are you going to need for handling mail? 

4. What offices have calculators and ten-key adding machines? 

5. What la the most important machine in the office? 

6. Will you need to use all the machines right away? 
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VOCABUIARY 



Nouns 

addiress (es) 

'addressogriiph machine 

alphabetical order 

automatic typewriter 

brochure (s) 

budget 

bulk 

card(s) 

cleaning 

collator 

computer 

consviiner (s) 

data processing equipment 

ditto machine 

electric typewriter 

extra copies 

form letter (s) 

flyers 

key punch machine 
mailing list 
mimeograph 

minutes (of a meeting) 
printer 
• questionnaire's) 
rolodex 
rush order 
spirit master 
stencil 
supply 
variety 
zip code 



Descriptive Words 

a little 
a lot 

a Iphabe t ic a 1 ly 

always 

any 

besides 

cheap 

corrected 

enough 

ever 

expensive 
few 

frequently 

gradually 

however 

long 

many 

monthly 

never 

numerically 

occasionally 

often 

other times 

personally 

rarely • 

seldom 

sometime 

special 

stapled 

still 

usually 



(Descriptive Words) 

set the margins 
sincerely yours 
sort vby zip code 
takev a break. 
That's good. 
the day's mail 
(2h cents) per flyer 
(We're) changing over 
work overtime 
zip code order 



Verbs 

^undle 
Correct 
fold 
luok *up 
proofread 
respond 
run off 
save 
staple 
stick on 
stop by 
update 



Expressions 

a few days ago 

a slow season 

be in order 

clear the ti\hs 

Don't worry. 

give a discount 

go on vacation 

handling mail 

It never stops ringing. 

It varies. 

It's going to be a long day, 
send by speci. 1 messenger 
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UNIT f li M 



0 B J E-C T I V R S FOR T « E T E A C H E R: 

T.-lgtoninP Com prehension / • 

Student wiU be abla to comprehend and answer simple 
questions about the conversation. 

Speak inR ' / 

Student will be able to: 
1. Give an appropriate response when: 
a ■ asked about what he/she can do to 
advance in his/her clerical career. 

b. asked ^bout planning ahead. ' . \ 
2 Recite a short" dialogue with another student. 
3. Ask questions to elic^it the above information. 

Readiuf^ and Writing ' . 

Student will be able to: 

1 Identify common abbreviations. .. • 

2. Read a passage and answer comprehension questions 

for homework/seatwork. • ^^v/c^^ni-^-nrk 

' • 3. Complete a short, writing assignment for homcwork/seatuork. 



0 B JECTIVES -FOR TH E STUDENT: 

■ V 

In this lesson you will: 

1. Listen to and understand the conversation. 

2, Leatn about advancing in your clerical career. 
• 3, Learn about planning ahead. 

4. Memorize a short dialogue. ' 

5. Have a short conversation with another student. 
6*. Read a short selection and answer questions, 

7. ^ Do a short writing assignment. 



N s T RUCTIONAL AID 



Illustration for Unit Ton (p. 2) . 

\ 
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CONVERSATION 



To tho Teacher ; The following conversation is for listening compre- • 

hension, and is intended to introiJucc the student to 
a) tag questions,* and b) simple conditional sentences 
with if. The conversation is not for' memorization. 
Follow the same presentation as out.lincd in Units 1-3. 

• t 

•. *** *** 



To the Student: Listen to the following conversation. Do not memorize it 

Follow along in your book as your teacher reads 
the conversation. 

Close, your book, as your teacher reads the conver- 
sation again. 

Open your book. Your teacher will explain words , 
and sentences you do not understand. 
Close your book. Listen to the conversation again. 
Answer the questions your teacher asks. Give 
short answers. 



1. 

2. 

3. 

4. 
5. 



Situation: Mrs. DeWitt is -giving Chau her three-month evaluation. 

Mrs. DeWitt: Chau, we're happy with your Work. You learn quickly and 
take initiative, and if you don'-t understand a procedure, 
• you ask questions. I like that. It's easy to work with 
people like you. How -do you like it here? 

Chau: » T like it very much. I enjoy the variety of jobs and 

the people. Everyone has been very helpful. 

Mrs. DeWitt: Let's talk about your future in this office. You're a 
good typist. However, if you want to advance; you're 
going to need more training. 

Chau: 1 know. I lookod into the courses at Gleason Business 

College last week, but 1 don't know what course.^, to take. 
There are so many . 

Mrs. DeWitt: If you can take shorthand or use a dictatin^i machine, 

you can become a secretary. Or' if you learn to manage the 
work flow, you can move into a management position. 

Chau:' I want this kind of training, but it's expensive, isn't it? 

CLERICAL. (10) 2 



Mrs. DeWitt: Not necessarily. The Research and development division 
here at National Office Machines offers free training 
courses to our employees. They do that to test new 
equipment and to train new instructors. But , it s a ^ 
" wonderful opportunity for you to learn new skills, don t 
you ttok? If you're interested, talk to Mr. Wentworth's 
secretary. 

Chau: I will. Which courses to you recommend? ^ 

Mrs, DeWitt: As you know, we're planning an, expansion in January. I 
want to promote Maryann to administrative assistant. 
There'll be an opening for her. job as secretary: That 
gives you six- months to prepare.' That sounds attractive,, 
doesn't it? , * 

Chau: It certainly does. I'il call Mr. Wentworth's office this 

afternoon. If I can, I'll enroll in the next shorthand 



course. 



The following exefcises drill tag questions: 



He is 
They were 


late 
ready 


isn't he? 
weren't they?* 


You aren't 
The work wasn't 


busy . 
hard 


are you? 
was it? 


They want 
She knows 


training < 
shorthand 


don't they? 
doesn't she? 


They don't work 
She doesn't want 


late 

any errors 


do 'they? 
does she? 


They can't arrive 
I can use 


by 5:00 
the machine 


can they? 
can't I? 



t 

1. tepotition nr iU ■ ^^^^^^ ^.^^ following sentences 

after your teacher. 



It's expensive, isn't it? 
She's happy here, isn't she? 
You like it here, don't you? 
You want to advance, don't you? 
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You aren't bored, are you? 
They don't need to wait, do they? 
They weren't late, were they? 
She can't be here, can she? 



2. Substitution Ift-ills 



(a) 

T: You can type, can't you? 

take shorthand 
take dictation 
use a calculator 



Repeat the fii^st sentence 

after your teacher. Ilien make 

a sentence, using the. cues provided. ^ 

S: You can'. type, can't, you? 

You can take shorthand, caft.'t you? 
You can take dictation, caji't you? 
You can us e a cal cul ator , can ' t ' , 
you? ' ' 



T: They're taKing some classes, 
. _ • . aren't they? , 

learning shorthand • 

studying English 

practicing filing 



They're; taking some classes, 

aren ♦ t they?- ' 
They're learning shorthand, 

aren't. they? 
They're studying English, 

aren't they? 
They're practicing filing, 

aren't. they? 



(c) 
T: 



(d) 
T: 



You like your job, don't you? . 
* ' y9ur'' office 
your boss 
your work 



She wasn't unhappy, was she? 
tired 
busy 
sick 



S: You 'like your job, don't you? • 
You like your office, don't you? 
You like your boss, don't you? 
You like your work, don't you? 

• 

S: She wasn't unhappy, was she? 
She wasn't tired, was she? 
She wasn't busy; was she? 
She wasn't sick, was she? 



(e) 
T: 



wor. is interesting, isn't it. S: The /S;!/" 
The class . 

The office is interesting, isn't 
The office it? 

^ •„„ ■ The training 'is interesting. 

The training . ° 

» isn't It? 
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(f) > . 

T: That sounds attractive, doesn' 
* • • V it? 

interesting . 

challenging 

'* • . ' 

■ difficult.. ■ 
good 

■(g) ' " • ^—7^ 

T: It's expensive, .isn't it? 
difficult ^ 
ready • - 
• ' important 

(h) 

.T: He'll be late, won't he,? 

on time ^ . ' 

• ready 
early 

(i) . 

T: they won't need a copy, will 

they? 

She 
. You 
I 

We 

(J) . 

. T: They don't need to be early, 

■ do they? 

Tlie employees 
You 

He ./ 



Chau 




I 



S{. That sounds attractive, doesn't 
it? 

That sounds interesting, doesn *t» 

it? >. ' 

That sounds challenging, doesn't 

that sounds difficult, doesn't it? 
That sounds good, doesn't it? 



S: It's expensive, isn't it?' 
It's difficult, isn't it? 
If's ready, isn't it? 
It's important, i^'t it? 

< ■ • ' ■ 

S; He* 11 be late, won*t he? 
HeUl be on time, won't lie? 
HeMl 'be rea4y, won't he? 
HeUl be early, won't he,? 



S: "They won^t need a copy/ will they? 
She won't need a copy, will she? 
You won't need a copy, will you? 
I won't nfeed a copy, will I? 
We won't need a copy, will we? 



S: They don't need to be early, do 
they? 

The employees don't need to be 

early, do they? 
You don't need to be early, ^do you 
He doesn't need to be early; does 

he? 

Chau doesn't need to be early, 

does she? 
I don't need to be early, do I? 
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Miiitiplft Substit ution Drill 



The compahy will offer some 
courses, won't they? 

some training 

pay for ■ 

the training division 

provide a shorthand course 

instructors will, teach 

a. data processing course 

She 



Repeat the first sentr6nce after your 
teacher. Then m'ake a sentence using 
the cues provided. 

S: The compahy will offer som^ 

courses, won't they? 
The company will offer some 

training, won't they? 
The company will pay for some 

training, won't they? 
The training division will pay 

for some ^ tr aining, ^pn't they? 
The training' division will Provide 
^ a shorthand course, won't they? 
• iTie instructors will teach a 

shorthand course, won't they? 
Th6 instructors will teach .a 

data processing course, won't 

they? ' . 

She will teach a data processing 

course, won't sKe? 



rue d question and' Answer Drill 
Provide the first, cue, and have 
first student ask, "You 'want to 
be don't, you?" Second stu- 

dent will answer, "Yes, I do. 
What am 1 going to need?" Pro- 
vide the second cue, and have 
first student respond, "You'll 
need ... • " . 

an administrative assistant 
an office procedures class 



a stenographer 

a shorthand class 
an accounting clerk 

an accounting class 



Use the first cue your teacher provides 
and ask, "You want to be ^^\} 
you?" Answer with, "Yes, I do. Uliat 
am I i,eing to need?" Now use fhe.. • 
second cue your teacher provides, and 
respond with, "You'll need .... 



S : You want to be an administrative 

^ • assistant, don't you? 
S -Yes, I do. What am I going to need? 
S^*: You'll need an office procedures 

^ class. 

S : You want to be a stenographer, 

^ don't you? . 

S : Yes, I do. What am I going to need? 

S^: You'U need a shorthand class. 

S : You want to be an accounting clerk, 

^ don't you? 
S : Yes, I do. What am I going to need? 
S^l You'll need an accounting class. 
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a media clerk 



an audio-visual class 
a clerk-typist 



a typing class 



S. : You want to be a media clerk, 
. ' don't yo6? 
., Yes, I do, Wliat am I going to need? 
S^: You'll need an audio-visual class. . 



S^: You want to be a clerk-typist., 

don't you? 
Sj*. Yes, I do. What am I, going to 
S^: You'll need a typj-ng class. 



• Cued Res p onse/Question and Answer Drill 
Write the following cues on the 
board. Then provide the due from 
the left-hand, column and have first 
student say, "I want to enroll in' 
... ." Have second student, ask, 
"You want don't you?" ' Using 

one of the cues ff dm the board, 
have first student respond, "Yes, 
I do." 



Your teacher will write the 
following list oh the board. 
He/she will provide another cue. 
Use , the cue and say, "I want/-to 
enrol f in ... ." Respond, using 
one of the expressions firom the 
blackboard, "You want ...j, 
don't you? Answer with, "Yes, 
I do." 



a night class 

a day class 

a beginning cla'ss 

an intermediate cl4ss 

an advanced class . 



a morning class 
an afternoon class 
an evening cla>s 



shorthand class 



accounting class 



key punch class 



office procedures clnss 



S,: 
S-: 

S : 

by 



I want to enroll in a shorthand 
class. 

You want \ , don't you? 

Yes, I do* 

I want to enroll in an accounting 
class. 

You want J , don't you? 

Yes, I do, 

I want to enroll in a key irmch 
class. 

You want . , don't you? 

Yes, I do. 

I want to enroll in an office 
procedures class. 

You want , don't you? 

Yes, I do. 
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English class 



S,: I want to entoll in an English 
class. 



8,5 You want _ 
sj: Yes, I doT 



, don't you? 



Transformation Drill 
Have students transform 
.the sentences you say to. 
tag questions. 



Change ,the sentence your teacher 
provides to a tag question. 



7 want to get ahead. 

I want to take &pme courses. 

I want to learn new skills. 

I want to try. new jobs, 

I want to get. more responsi- 
bility. 



S: You want to get ahead, don't you? . 
You want to take some courses, 

don't ypu?.^ 
You want to learn new skills, 

don't you? 
You want to try new jobs, ^on't 

you? ' 

You want to get more responsibility, 
don't you? 



The job will be interesting. 

The position will be available, 

The work will be varied. 

The class will be open. 

The training \all be useful. 



S: The job will be interesting, won^t 
it? 

The position will be available, 

won't it? 
The work will be varied* won't it? 
The'class will be open, Won't it?. 
The training will be useful, won't it? 



The following exercises drill the conditional with if_. 



If you work hard, 


you can get a raise. 


If you enroll in a class, 


the company will pay for it. 


If she calls, 


take a message. 


If you're late, 


you're going to miss her. 
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Repetition Drill 



Repeat the following Sentences 
after your teacher. 



If you want to advance, you're jgping to need more training. 
If you can take shorthand, you can become a secretary. 
If you're interested, talk to Mr. Wentwort;h's setretary. 
If I can, I'll enroll in the next shorthand course. 
Jf you learn to manage the work flow, you can move into 
" , a'' management position. 



Substitution Drills 



Repeat the first, sentence a/tcr 
your teacher. Then make a sentence 
using the cues provided. 



If you can take shorthand, you 
can become a secretary. 

take dictation 

use a transcribing 
machine . 



manage the work flow 
type fast 

proofread accurately 
keep the boss's calendar 

use' the office machines 
get more training 



S: If you can take shorthand, you 
can become a secretary. 
If you can take dictation, you 
cam become a secretary. 

If you can use a transcribing 
machine, you can become a 
secretary . 
If you can manage the work flow, 

you can become a secretary. 
If you can type fast, you can 

become a secretary.' 
If you can proofread accurately, 

tyou can* be come a secretary. 
If you can keep the' boss's cal- 
endar, you can become a sec- 
retary. 

If you can use the office machines, 

you can become a secretary. 
If you can get more training, you 
can be come a secretary. 



If I can, I'll take the shorthand 

course. 

enroll in a busi- 
ness school 



take a night class 
acquire more training 



If I can, I'll take the shorthand 
course . o 

If I can, I'll enroll in a business 
scliool. 

If 1 can, I'll take a nigbt class. 
If I can, I'll acquire more training 
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If I learn key punch, I'll hive 
more opportunities a/ 

ycfU/ enroll in college/ 

/ 

she/takes business .bourses 
thoy/studv more ^glish 
he/ learns shorjiihand 



S: If I learn key punch, I'll have 

more opportunities. . 
If you enroll in college, you'll 

have more opportunities. 
If she takes business courses, 

she'll have mpre opportunities. 
If they study more English, they'll 
' have more opportunities. 
If he learns shorthand, he'll have:! 

more opportunities. 



If you want tc> advance, you need ^ •« 
to take i/ore classes. S: 



lore 

lear^i new skills 
Xij^ new jobs 



ake more responsibility 



/ study more English 



If you want to advance, you need 

'to take more classes. 
If you want to advance, you need 

to learn new skills. 
If you want to advance, you need 

to try new jobs. 
If .you _ want to advance , you need 

to take more responsibility. 
If you want to advance, you need 
to study more English. 



Af you like keeping accounts, 
/ you can become aji accounting 
clerk. 



keeping records/a records 
clerk 

taking reservations/a 
, reservations clerk 



operating machines /a 
technician 

typing figures/a statistical 
typist 



S: If you like keeping accounts, you 
can become an accounting clerk. 

If you like keeping records, you 
can become a records clerk. 

If you like taking reservations, 
you can become a reservations 
clerk. 

If you like operating machines, 
you can become a technician. 

If you like typing figures, you 
can become a statistical typist 



^3. 
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If you enjoy a variety of jobs, 
you'll like being an office 
manager. 



filing and typing/a clerk 



taking dictation/a secretary 



S: If you enjoy a variety of jobs, 
you'll like being an office 
manager. 

If you enjoy filing and typin^^ 
you'll like being a clerk. 

If you enjoy taking dictation, 
you'll like being a secretary 



keeping records/an accounting 
clerk 



If you enjoy keeping, records, 
you'll like being an account- 
ing clerk. 



Question and. Answer Drill 
Have. first student give the 
statement. Then jDrovide the cue 
and have second student ask, "Will 
they pay for ...?" First student 
will answer, "I'm sure they will." 



shorthand 



data processing 



English 



general business courses 



S : 

S : 

S : 
^1 = 



Say the sentence, "If you want 
more educationj the company will 
pay the cost." Then use the cue 
your teacher provides and ask, 
"Will they pay for ...?" Answer 
with, "I'm sure they will." 

If you want more education, the 

company will pay the cost. 
Will they pay for shorthand? 
I'm sure they will. 

If you want more education, the 

company will pay the cost. 
Will they pay for data processing 
I'm sure they will. 

If you want more education, the 

company will pay the cost. 
Will they pay for English? 
I'm sure they will. 

If you want more education, the 
company will pay the cost. 

Will they pay for general busi- 
ness courses? 

I'm sure they will. 
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Cued Question and Answer Drill * 
Have first student give the stater 
nent. Then provide the first" cue, 
and have second student ask, "Where 
can I get ...?" Provide the second 
cue, and have first student ansiirt^r, 
"Asi: the ... 



an accounting course 
personnel ^manager 



shorthand 
job counselor 



more English 
English teacher 



processing 
-ness school 



S . 
SI-- 



Say the sentence, "If you want to 
get ahead, you'll need more train- 
ing." Then use the first cue your 
teacher provides and ask, "IVhere 
can I get ...?" Use the second 
cue your teache- provides > and 
answer, "Ask the . .. ." 

If you want to get ahead, you'll 

need more training.- 
Wliere can I get an accounting course 
Ask the personnel manager.. 

If you want to get ahead, you'll 

need more training . " 
Where can I get shorthand? 
Ask the job counseJ.or. 

If you want to get ahead, you'll , 

need more training. 
lYhere can I get more English? 
Ask the English' teacher. 

If you Want to get ahead, you'll 

need more training. 
IVhere can I get data processing? 
Ask the business school . 



Cued Respon s e Drill 
(a) Provi,de"'the cue and 
have student say, "If you 
don't ask the person 

to repeat it/them." 

understand the directions 



hear the request 



get the name 



understand the message 



Use the cue your teacher provides, 
and say the sentence, " "If you don't 

ask the person to repeat it/them." 



S: If you don't understand i;he 

directions, ask the person to 
repeat them. 

If you don't hear the request, 
ask the person to repeat it. 

If you don't get the n-^-nre, ask 
the .person to repeat it. 

If you vion't understand the message, 
ask the person to repeat it. 
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(b) Provide the cue, and have 
'Student say, "If you 
you'll get ahead." 

T: have initiative 

ask questions 

like the work . 

acquire new skills 

get. more training 

take responsibility 



Use the cue your teacher provides, 
and say the sentence, "If you . . . , 
you'll get ahead." 

.8: If you have initiative, you'll 
get ahead. 
If you ask questions, *you' 11 get 
ahead. 

If you like the work, you'll get 
ahead . 

If you acquire new skills, you'll 

get ahead. 
If you get more training, you'll 

get ahead. 
If you take 'responsibility, you'll 

get ahead. 



12. . Short Dialogue 



Memorize the following dialogue. 



Dora: You really like your new job, -don't you? 
Chau: Yes, I .do, but if 1 want to get ahead, I'll need more 
training. 

Dora: That's no problem, is it? Doesn't the office pay for 
training? 

Chau: Yes, they do. They even offer courses at work. 
Dora: That's great. If you take them there, you won't need 
to commute to another school. 



13. Role Playdng Activ ity 



Have a short conversation with 
another student about the following 
situations. One example is provided, 



I. Choose a career. Your friend will tell you what courses or 
training you'll need. 

Example: S^^ : Secretary 

S2: If you want to be a secretary, you'll need 
typing, shorthand, and office procedures. 

II. Mrs. DcWitt asks Chau about her plans for the future. 

III. Chau tells Dora about the different kinds of training she 
can take. . 
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Transformation Drill 
(a) Give the sentence, and have 
student transform it into, "If 
you can't why don't you 
try again?'" 

I can't reacE the numbfer, 
I can't get a. dial tone. 
I can't get a free line. 
I can't get the operator. 



Change %thc sentence your teacher*. , 
says to, "If you can't why* 
don't you try again?" • ^ . 

i < 

^ S: If you can't reach the .number, 

why don'''.t you try again? 
'If you can'r get a dial tone, . 

why don't you try again?, , 
If you can't get a free line, 

\ihy don't you try again? . 
If yjj. can't get the^operator, 

why dv t you try again? 



(b) Now have student transfown 
the sentence to, '^If.thc 
why don't you ask her?" 

The se'cretary is very nice. 

The boss is very helpfCil. 

The administrative aide is 
very |)leasant. 

• ■* » 

The mail clerk is very efficient. 
The -typist is very good. - 



/ 

Review: Why negative past 
Transformation Drill 



Now change 'the sentence your" teacher 
says to, "If the «.., why don't you 

asK her?"' . ^ 

S: If the secretary is very nice, 
why don't ydu ask her?- . 
If the 'boss is very helpful, why 
<lon't you ask her? 

•If the administrative aide is 
'• very pleasant, why don't you 
ask her? 

If the mail clerk is very effi>cient, 

why don't you ask her? 
If the typist is very good, why 
• don't you ask her? 



Why didn't 


he come here? 


Why di.dn 't 


you try again? 



(a) 

Have students 'change the 
sentences to, "If the ... was 
why did^i't you take it?" 

The job was interesting'. 
The training was free. 
The coursg was required. 



Change the sentence your teacher 
says to, "If the ... was why 
didn't you take it?" 

%\ If- the job was interesting, why 

didn't you take it? 
If the .training was free, why 

didn't you take it? 
If the course was required, why 

didn't you take, it? 
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The typing test was easy, 

(b) ' Have students bhango . 
the sentences to, "If ypu 
. . why didn't you ask me?" 

I needed help. 

'I needed "Some letterhead. 

I needed to use the cppier. 

I needed the zip 'code directory. 



S: If the typing test was 6asy, 
why didn't you take it? 

Chai^ge the sentence to, "If you ...» 

why 'didn't you ask me?" 



S: If you needed help, why didn't 

you a$k me? 
If you needed some letterhead, 

why didn.'t you ask me? 
If you needed to use ^the copier, 

why didn't you ask me? 
If you needed the zip code direc 

tory, why didn't you ask me? 



ZIP CODE ABBREVIATIONS AND TRADITIONAL ABBREVIATIONS 



Zip Code 
Abbreviations 



Traditional 
Abbreviations 



Alabama 


AL 




Ala, 


Alaska 


AK 




Alas. 


Arizona 


AZ 




Ariz, 


Arkansas 


AR 




Ark, 


California 


CA 




Cal,, 


Canal Zone 


CZ 






Colorado 


CO 




Colo, 


Connecticut 


CT 




Conn, 


Delaware 


DE 




Del, 


District of Columbia 


DC 






Floirida 


FL 




Fla, 


Georgia 


GA 






Guam 


GU 






Hawaii 


HI 


* 


Ida, 


Idaho 


ID 




Illinois 


IL 




111, 


Indiana 


IN 




Ind, 


Iowa 


lA 






Kansas 


KS 




Kan, 


Kentucky 


KY . 






Louisiana 


.LA 






Maine 


ME 






Maryland 


MO 






Massachusetts 


MA 




Mass , 


Michigan 


MI 




, . Mich. 


Minnesota 


MN 




Minn . 


Mississippi 


MS 




Miss, 


Missouri 


MO 
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Traditional 





Abbx'Gviations 


Abbreviations 


Mont am. • 


MT 


Mont . 




NE 


Neb. 


Nevada 


NV 


Nev> 


New Hanmshire 


NH 


• N . Hamp . 


New aTersev 


NJ 


N . Mex . 


New Mexion 


NM 


New York 


NY 




North Carolina 


NC 




North Dakota 




N. Dak. 


Ohio 


OH 


(). 


Oklahoma 


OK 


Okla. 


Oregon 


OR 


Ore . . Orec . 


Pennsylvania 


PA 


Penna. 


Puerto Ilico 


PR 




Rhode Island 


RI 




South Carolina 


SC 




South Dakota 


SD 


S. Dak.. 


Tennessee 


TN 


Tenn. 


Texas 


TX 


Tex. 


Utah 

V V6»I4 


UT 




Vermont 


VT ' 




Virginia 


VA > 




Virgin Islands 


VI 




Washington 


WA 


Wash . 


West Virginia 


IW 


W. Va. 


Wisconsin 


WI 


Wis. , Wise. 


Wyoming 


WY 


Wyo. 



Cued Response Dr in 
Give the full nciine'*of the . 
state, and' have first student 
ask, "V/liat's the abbreviation 
for ...?" Second student gives 
the letters, "It's 



it?" 



Then have 



say, ^'That's right I 



isn't 
first student 
l^hat was 
it before?" Have second 
student give an answer. They 
may refer to the list. 

Mississippi 



California 



142 



Use the cue your teacher provides. 



•V.'hat's the abbreviation 
Respond with the correct 
isn't it?" 



and ask, ' 
for ...?" 
answer, "It's 
Then say, "Tliat's right! What 
was it before?" Give an answer. 
You may refer to the above list 
if you need to. 



S : 

S : 
^2^ 



IVliat's the abbreviation for 

Mississippi? 
It's MS, isn't it? 
Tlaat's right! What was it 

before? 
It was Miss. 

What's the abbreviation for 

California? 
It's CA, isn't it? 
That's right I What was it 

before? 
It was Cal. or Calif. 
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T: Massachusetts 



Illinois 



What's the abbreviation for 

Massachusetts? 
It's, MA, isn't it? 
That's right I, V/hat was it 

before? 
It was Mass. 

What's the abbteviation for 

Illinois? 
It's IL, isn't it? 
That's right! IVhat was it 

before? 
It was 111. 



Students can pair up and 
proceed with the drill, 
choosing states from the 
above list. 



16. Homework/Seatwork 



Column 1 



Column 2 



Wis. 

_NJ 

Okla. 
TX 

_AL 

O re. 

W. Va. 

_NC 

_SC ; 

OH 

ID 

M inn . 
MO 

Tenn. 
Mont . 



Pair up with another student, 
and continue the drill. Use^ 
the list. 



Match the following abbreviations 
in Column 1 with the states listed 
on pages 16-17. Then alphabetize 
them, 



Column 3; Alphabetical Order 
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17. Question and Answer Drill 
Use the following list, and 
have students ask each other 
questions about them. Two 
examples arc provided. Addi- 
tional examples may be used 
from the Airlines Guide in 
Unit VII and the neli> Wanted 
Ads in Unit II. 



Examples : 
1. S 



Use the following' list to 

ask qA^stions about abbreviations 

Two examples are provided. 



'r 



What's the abbreviation for Street?. 
It's St.", isn't it? 
You're right! 



2. S, : Miat's St. an abbreviation for? 



4= 

fl- 



it's an abbreviation for Street, isn't it? 
You're right,' 



Mon. - 


», Monday- 


Sat. - 


Saturday 


Sun. - 


Sunday 


info. - 


information 


of c . - 


office 


Ave. - 


Avenue 


Blvd. - 


Boulevard 


asst. - 


assistant 


\rpm - 


words per mii^ute 


beg. - 


beginning \ 



pd. - 
w/ - 
hr. - 
pkg. - 
yr. - 
mo. - 
wk. - 
secy. • 
org. - 
ref . - 



paid 

with 

hour 

parking 

year 

month 

week 

secretary 

organization 

reference 



^40 
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18. (a) Reading Passage , 

TRAINING AND ADVAJICEMENT 

• 

As an employee^ you can" improve your skills and become a real asset 
to your employer. You can take general college coutses, leading to a 
degree, or special business courses like shorthand or data processing. 
Large corporations and government offices also offer training by their 
own staffs. Office macTiine companies offer free training on their equip- 
ment. Companies often encourage this additional training or education. 
You can usually take 'time off from work to participate in approved courses. 
Man> employers will even pay your salary while you are in .clasg. 

Where do you find out about training opportunities? You can talk- 
to the Personnel department. Someone there can tell you about available 
courses and help you with arrangements. You can also call the local 
business colleges and private and public universities. They will send 
you a catalogue and a schedule of dates and times for the classes. The 
local newspaper lists courses, end radio stJitions announce class openings. 

The Personnel department can also guide you in your selection of 
classes. They know upcoming job vacancies and can direct you toward 
'the right preparation. Perhaps you are a general clerk; you can type 60 
words per minute, you can file and run a' calciilator, but you can't take 
shorthand. A secretarial job will be available in few months. If you 
can learn shorthand, you can be ready for the job. 

You need to consider your interests in any future job. If you 
like medicine, you can apply for a job as a medical secretary. If you are . 
interested in conservation, you can apply to agencies or businesses dealing 
with the outdoors. Try to get a job in an interesting field. Maybe you 
can advance to a more challenging and responsible position. 

(b) Comprehension Questions , - ■ 

1. Will your employer usually pay for your training? 

2. Where can you find out about training opportunities? 

3. If you want to advance, are you going to need more 
training? 

4. What kind of training will you need' to be a secretary? 
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Nouns 

abbreviation 

administrative 

agencies 

arrangement (s) 

asset* 

assistant 

audo^visual class 

avenue 

boulevard 

business school 

Calculator 

* 

career 
catalogue 
conservation 
course (s) 
date 

day class 
dictating machine 
equipment 
error 

evaluation 

expansion 

field 

figures 

future 

general college courses 

initiative 

instructors 

interqcts 

management 

media clerk 

medical secretary 

medicine 

night class 

office procedure (s) 

opening (s) 

opportunity 

plans 

position 

preparation 

procedure 

radio station 

raise 

records clerk 
reference 

research and development 
reservations clerk 



(Nouns) 

schedule 

skills 
someone 

statistical typist 

techx\ician 

time 

training ' 
vacancies 
work flow 



Verbs 

acquire 

apply 

consider 

direct 

enroll 

guide 

improve 

list 

miss 

offer 

practice 

prepare 

promote 

recommend 

try 



Descriptive Words 

accurately 

advanced 

approved 

attractive 

available 

beginning 

busy 

challenging 

efficient 

expensive 



(Descriptive Words) 

free 

hard 

interesting 
, intermediate 
local 
pleasant 
private. 

public 

ready 

required 

right (correct) 

special 

upcoming 

varied 

wonderful 



Expressions 

courses leading to a degree 

dealing with the. outdoors 

get a free line 

keep records 

keep the boss's calendar 

Not necessarily « 

reach the number 

teOce a class 

take initiative 

We're happy with your work. 

your future. 



(R&D) 
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APPENDIX D 
Pre-Vocatlonal Module 
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PROTOTYPE UNITS 



ENGLISH AS A SECOND LANGUAGE IN 
VOCATIONAL/TECHNICAL EDUCATION 



PRE-VOCATIONAL MODULE 



Center for Applied Linguistics 
1611 North Kent Street 
Arlington, Virginia 22209 



Copyright 1978 - National Indochinese Clearinghouse 
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U H I T THREE 



■i 



OBJECTIVES FOR' THE TEA CHER; 

Listening Comprehension 

Student will be able to: 

Comprehend and answer simple questions about the conversation. 



speakini^ 



Students will be able to: . 

1. Give an appropriate response when: 

a. asked about where they looked for a job. 

b. asked about when they looked for a job. 

c. asked about interviews. 

2. ' Recite a short dialogue with one another. 

3. Ask questions to elicit the above information. 

4. Perform all of the abo^e with acceptable pronunciation, 



Reading and Writing 



Student will be able to: 

1. Read a passage and answer comprehension questions for 
homework/ sea twork , 

2. Complete a short writing assignment for homework/ sea twork. 



OBJECTIVES FOR THE STUDENT : 

In this lesson you will: 

1. Listen to and understand the conversation. 

2. Learn verbs and words about job interviews. 

3. Learn about manpower training programs. 

4. Learn to ask and give information about talking to people 
about jobs. 

5. Memorize a short dialogue. 

6. Have a short conversation with another student. 

7. Read a short selection and answer questions. 

8. Do a short writing assignment. 
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Tc the Teacher : The following dialogue is for listening comprehension, 
, and intended to. introduce the student to •) regular 

verbs in the past t«nse relating to job seekers and 
experience; b) adverbs of time, and c) the infinitive 
as direct, object. • 

I. Read the dialogue at norm al sp eed allowing your " 

students to follow~ih "tRexjTTisSctboofc;. ~ " 

• 2. Ask students to close t^jeir textbooks, and read 
the dialogue again. 

3. Ask students to open their textbooks. Explain 
vocabulary itema and point out the structures 
which are to be taught in the lea son. 

4. Students should close their oooka. Read the 
dialogue again. 

5. Ask the questions at the end of the dialogue. 
They require simple answera. If students haVe 
trouble answering them, try them again at the end 
of the Unit after they have drilled the structures. 

'it * * * it .i! 
To the Student : Listen to the following dialogue. Do not memoriae It. 

1. Follow along in your book as your teacher^ reads 
the dialogue. 

2. Close your book as your teacher reads the dialogue 

again. , . . ^ 

3. Open your book. Your teacher will explain words 
and sentences you do not understand. 

4. Close your book. Listen to the dialogue again. 

5. Answer the questions your teacher asks. Give 
abort answer's. 



Situation: Hieu and Vinh meet Marta at lunch. Hieu and Vinh looked for 
■ jobs all morning. 



Marta: 



Vinh: 



Marta: 
Vinh: 



Hi, Vinh. Hi Hieu. Vinh. did you apply for the job at the garage 
yesterday? 

Yes. I walked over to the garage yesterday and talked to Mr. 
Evert. He showed me around the garage and introduced me to 
the head mechanic. 

Well, did he hire you? 

No, he hired a man this morning with lots of experience. He 
worked in another garage. I didn't have the experience. Did 
you go to your interview today, Hieu? 
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Hleu: Well, yf, but 1 was very nervous. During the Interview, I 
didn't understand all the questions. They offered the Job 
to another person. • 

Vlnh: We need to find jobs. What can we do? | 

Marta: You can talk to Mr. Hunt, the Job counselor at school. I can 
Introduce you to hltn. You can join our manpower training pro- 
gram at any time. It's an open-entry program. 

Vlnh: It's worth a try. 

Marta, Hleu and Winh walk to Mr. Hunt's office. They want to talk to him. 

Mr. Hunt: Can I h'elp you? 

Marta: Yes. These are my friends, Vlnh and Hleu. They need Jobs. 

They answered several ads this week but they can't find any- 
thing. 

Vlnh: That's right. Employers wrnt to hire people with experience. 

Mr. Hunt: Well, maybe you need to get more training. In our program, we 
offer training, counseling, and job placement. We teach you 
to fill out application forms, take interviews, and we help 

, you to find and to keep a Job. 

Hleu: When do we start? 

Mr, Hunt: Hold on. First we need to ta'lk about your interests. We want 
to find the right job for you. 

Vlnh and 

Hleu: Sounds great! 
Comprehension Questions 

Teacher: 1. What did Vlnh and Hleu need to find? 

2. Where did Vinh apply for a job? 

3. Did the head mechanic hire him? 

4. Did Vinh and Hleu need more training? 

5. Did Marta try to help Vinh and Hieu? • » 

6. Who. did she introduce them to? 

7. Who is Mr. Hunt? 
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Regular verbs 4* pact tense 4* adverbs of time 



Hleu and Vlnh 


answered 


ads 


all morning. 








yesterday. 



















Did 


you 


apply for 


Job at the garage 

s. 


yesterday? 



X. Repetition Drill , 

Have students repeat the 
following after you, both 
chorally and Individually. 



Repeat the following sentences 
after your teacher. 



Hleu and Vlnh looked for Jobs all morning. 
I walked over to the garage yesterday. 
They answered several ads this week. 

He hired a man this mornlnE. 

Harta» Hleu and Vlnh walked to Mr. Hunt's office In the afternoon. 



Did you apply for the Job at the garage today? 
Did you go to your Interview today? 



/ 



2, Substitution Drill . 

Have the students repeat the 
first sentence. Then provide 
the cues and ask them to modify 
the base sentence using the cue. 

T: Mart a talked to Mr. Hunt yesterday. 

this morning 
last week 
at 10:00 a.m. 
this afternoon 

last night 
several days 
ago 



Repeat the first sentence after 
your teacher. Then make a sentence 
using the words (cues) provides. 



S: Marta talked 
Marta talked 
Marta talked 
Marta talked 



to Mr. 
to Mr. 
to -Mt. 
to Mr. 
Marta talked to Mr. 



Marta talked to Mr. 
Marta talked to Mr. 



Hunt yesterday. 
Hunt this mornin; 
Hunt last week. 
Hunt at 10:00 a.i 
Hunt this after- 
noon. 

Hunt last night. 
Hunt several days 
ago. 
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Answer Drill . 

Ask the following questions, 

and provide the cue. Have students 

answer using the cue. 

When did Vlnh visit the garage? 

(yesterday) 
When did Hleu look for a Job? 

(all week) 
When did they look through the 
want ads? 

(last night) 



When did~ Mar ta "JolS "ElTentBa^KpTSwer 

program? 

(last month) 
When did Vlnh apply for the 
mechanics job? 

(yesterday) 
When did the manpower program 
start? 

(several months ago) 
When did Mr. Hunt Interview Marta? 
(last month) 



S: 



Answer the question your teacher 
asks. Use the cue In your answer. 



He visited the garage yesterday. 

He looked for a job all week. 

They looked through the want 
ads last night. 



Marta joined the manpower program 
last month. 

Vlnh applied for the mechanics 
Job yesterday. 

The manpower program started several 
tnonths ago. 

Mr. Hunt Interviewed Marta last month. 



Substitution Drill . 
Have the students repeat the 
first sentence. Then provide 
the cues and ask them to 
modify the base sentence using 
the cue. 

Vlnh enrolled In a manpower pro- 
gram this morning, 
called the employment agency 

answered several want ads 

talked to Marta 

looked through the newspaper 

arranged an interview 

applied for a job 



Repeat the first sentence after 
your teacher. Then make a sentence 
using the cues provided. 



S: Vlnh enrolled In a manpower program 

this morning. 
Vlnh called the employment agency 

this morning. 
Vlnh answered several want ads this 

morning. 

Vlnh talked to Marta, this morning. 
Vlnh looked through the newspapexT 

this morning. 

Vlnh arranged an interview this 

morning. 

Vlnh applied for a job this morning. 
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Vinh and Hl»u looittd for « job S: 
•11 ircek. 
today 

this morning 

last week 

yesterday 
for two days. 

Multiple Substitution Dr i_ll. 
Have students repeat the first 
sentence. Provide the cues and ask 
them to modify the base sentence 
using, the cue. 



T: 



They looked throught the want 

ads last night, 
yesterday 

at the job listings 

called the job counselor 
Vinh called 
a week ago 

They 

enrolled in a manpower program 
last month 

answered several ads 
Marta 

talked to the job developp'- 
yesterday afternoon 
this morning 

called the employment agency 

Did your counselor arrange an 
interview? 

want 

a resume 

require 

employer 



S: 



Vinh and Hieu looked for • all 

vatk. 
Vinh and Hit« 

Vinh and Hieu 
morning. 

Vinh and Hieu looked for a Job last 

week. ■ 
Vinh and Hieu 
Vinh and Hieu 

two days. 



lookad f<ir a Job today, 
looked for a Job this 



looked for a Job yesterday 
looked for a job for 



Repeat the first sentence after your 
teacher. Then make a sentence using 
the cues provided. 



They looked throught the want ads 

last night. 
They looked through the want ads 

yesterday. 
They looked at the job listings 

yesterday. 

They called the job counselor yesterday 
Vinh called the job counselor yesterday 
Vinh called the job counselor a week 
ago. 

They called the job counselor a week 
ago. 

They enrplled in a manpower program 

a week ago. 
They enrolled in a manpower program 

last month. 
They answered several ads last month. 
Marts answered several ads last month. 
Marta talked to the job developer last 

month. 

Marta talked to the job developer 

yesterday afternoon. 
Marta talked to the 'job developer this 

morning. 

Marta called the employment agency 
this morning. 

Did your counselor arrange an 

interview? 
Did your counselor want an interview.' 
Did your counselor want a resume? 
Did your counselor require a resume? 
Did your employer require a resume? 



q -> 
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question and Answe r Drill* 
Provide the cue ^nd have first 
student ask "Did Marta . . . 
yesterday?" second student, 
"Yes, she did." 

talk to Mr. Hunt yesterday 
talk to Vinh 

suggest an interview with 
Mr. Hunt 



Continue to provide cues. 
Ask students to use "Vinh" 
as the subject and "this 
morning" as adverb. 

look for job 



need a job 

look through the want ads 



Provide the cue and have 
first student ask, "Didn't 
Marta . . . yesterday?" Have 
second student answer, "Yes, 
she did." 



talk to Mr. Hunt 



talk hp Vinh 



suggest an interview with 
^ Hunt 

/■ 

/ 

Continue to provide cues. 
Have students use "Vinh" 
as the subject and "this 
morning" as adverb. 



'2- 



Use the cue your teacher provides, 
and ask the question. "4)id Marta ... 
yesterday?" Answer with, "Yes. she 
did." 

Did Marta talk to Mr. Hunt yesterday? 
Yes, she did. 

Did Marta talk to Vinh yesterday? 

Yes, she did. . . j ..u 

Did Marta suggest an interview with 

Mr. Hunt yesterday? 
Yes, she did. 

Now ask. the question, "Did Vinh ... 
this morning?" Answer with. Yes, 
he did." 



S : Did Vinh look for a job this 
^ morning? 

S^: Yes, he did. 

S^: Did Vinh need a job this morning? 

si: Yes, he did. 

S : Did Vinh look through the want 

ads this morning? 

S^: Yes, he did. 

Use the cue your teacher , 
provides, and ask the 
question, "Didn't Marta ... 
yesterday?" Answer with 
"Yes, she did." 

S^: Didn't Marta talk to Mr. Hunt yesterday 
S : Yes, she did. 

S : -Didn't Marta talk to Vinh yesterday? 
Yes, she did. 

S,: Didn't Marta suggest an interview with 
^ Mr. Hunt yesterday? 



>2: 



Yes, she did. 



Now ask the question, "Did Vinh ... . 
this morning?" Answer with, Yes, 
did." 
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T: look for a Job 
need a job 

look through the want ads 



7. Short Dialogues 

The following, dialogue 
la to be memorized. 



s. 



s. 



Didn^t Vlnh look for a job cKls 

morning? 0 
Yes, he did. ' 

Didn't Vlnh need a job this mornA.ng? 
Yea, he did 

Didn't Vlnh look through the want ^ 
ads this morning? . v 

. U:. 



Yes, he did. 



Memorize the following dialogue, 
Situation ! Hleu Is talking with Mr. Hunt about a job. 



Mr. Hunt: What kind of job do you want? 
Hleu: I want to work as a clerk. 

Mr. Hunt: Do you have experience? 

Hleu: Yea, I worked in an export office last year. I was a 

shipping clerk. 

Mr. Hunt: Good. Employers like to hire p.eople with experience.*^ 



The following exercise drill the infinitive as direct object. 



mi 



The infinitive (to + verb) used as direct object 



We 


need 


to 


find 


good employees. 






to 


interview 








to 


find 





P Repetition Drill , 

Have students repeat the following 
after you, both chorally 
and individually. 



Repeat the following sentences 
after your teacher. 



We need to find jobs. 

Employers want to hire people with experience « 

You need to get more training. 

You learn to fill out application forms. 

We need to talk about your interests. 

We want to find the right Job for you. 

We help you to find a Job. 
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9* Substl'tutlon Drill , 

Have the students repeat the 
^ first sentence. Then provide 
tbe cues and ask them to modify 
the base sentence. 



(a) 
'T; I 



need to find -a job-, 
look for 
interview for 
talk about 
train for 
apply for 



(b) 



He 



needs 

wants 

has 

plans 

hopes 



to get more training 



Repeat the first sentence after 
your teacher. Then make a sentence 
using the words (cues) provided. 



S: I need to find a job. 

I need to look for a job. 
I need to interview for a job. 
I need to talk about a job. 
I need to train for a job. 
I need to apply for a job. 



S: He needs to get more training. 
He wants to get more training. 
He has to get more training. 
He plans to get more trainings 
He hopes to get more , training 



(c) ' 

T: We need to talk about your Interests. S; We need to talk about your Interests. 



experience 

salary 

benefits 

... * • 

training 

application 

resume 

(d) 

T: Did you plan to enroll in a 
^ manpower program? 
decide 

^ want 

have ^ 
hope 



T: He doesn't want to hire people 
without experience, 
like 

have 



We need to talk about your experience. 

We need to talk about your salary. 

We need to talk about your benefits. 

We need to talk about your training. 

We. need to talk about your application. 

We need to talk abouc your resume* 



S: Did you plan to enroll in a manpower 
program? 

Did you decide to enroll in a manpower 
program? 

Did you need to enroll in a manpower 
program? 

Did you' want to enroll in a manpower 
program? 

Did you have to enroll in a manpower 
program? 

Did you hope to enroll in a manpower 
V program? 



S: He doesn^t want to hire people without 

experience • 
He doesn*t like to hire people without 

experience . 
He doesn't have to hire people without 

experience. 
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need 
plan 

(£) 

Have the students^ repeat the first 
sentence. Then provide two cues 
and ask them to modify the base 
senr.ence using the cues. 

T: We need to talk about your resume. S: 
vant Jto / experience 
plan to / training 
have to / interests 

* They want to consider your back- 
ground 

hope to / interests 
try.^to / education 
need to / salary 



He doesn^t need to hire people without 
experience* ^ 

He doesn^t plan to «hire people without 
experience. 

• 

Repeat the first sentence after your 
teacher. Then make a a^ntence usin^ 
the two 'cues your teacher provides. 

* 

We need to talk about your resume. 
We want to talk* about your experience. 
We plan to talk about your training. 
We have to talk about your interests. 

They want to consider your background-. 

They hope to consider your interests. 
They try to consider your education. 
They need to consider your salary. 



10. Question and Answer Drill . 

Provide the first cue and have first 
, student ask, "Did you . . . yesterday?** 
Provide the second cue and have second 
student answer, "No, I didn't I ... 
today." 



Use the first cue your teacher provides 
and ask the questfon, "Did you . . . 
yesterday?" Use the second cue your 
teacher provides and answer, "No, I 
didn't. I ... today. ^' 



T: look for a job. 
want to look today 

talk to an employment agency 
vant to talk to them today 



enroll in a manpower training 

program 
want to enroll 

visit the garage 
intend to visit 



look at job listings 
need to look 



'2- 

•v 



'1- 



'2V 
>2- 



Did you look for a job yesterday? 
No, I didn't. I want to look today. 

Did you talk to an employment agency 

yesterday? 
No, I didn't. I wapt to talk to them 

today. 

Did you enroll in a manfower training 

program yesterday? 
No, I didn't. I want to enrall today. 

Did you visit the garage yesterday? 
No, I didn't. I intend to visit 
it today. 

Did you look at job listings yesterday? 
No, I didn't. I need to look at them 
today. 
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«>u«t uitt job couni«lor 
want to sett 

Students should give answers 
based on the. dialogue . 



Uli Did you see the job counselor yes terdoy? 
S21 Ho, I didn't. I want Co see Liin today. 



Answer the questions. They are based on 
the dialogue* 



Yes^ they did. 



T: Did Marta find a job? Si No, she didn't, 

Di^ Marta introduce Hleu to Mr. Hunt? Yes/ she did. 
Did Vinh and Hiue talk to Mr. Hunt? 
Did Mr. Hunt arrange an interview 

for Vinh? 
Did Vinh apply for a job? 

Did Marta walk to the Rarage? 
Did Mr. Evert hire Vinli? 



No, he didn't. 
Yes, he die . 
No, she didn't, 
No, he didn't. 



Did Vinh and Hieu ahswer the want ads? Yes, thoy f'id. 



-12. Role Plavlne Activity , 

Students should use the following 
three situations to make up simple 
dialogues. 



Have a short conversation with another 
student about the following situation* 



!• Vinh asks Mr, Hunt about the services of the Job training center. 
He Vinh talks to Mr, Evert about the mechanic's job,.>^ 
I" \ Marta Introduces Vinh and ' leu to Mr. Hunt. 



13* Homework/ Se .\ tvyork > 

Students she i Id fill in the blank 
with the aptc prlate word given in 
the lists 



Fill in the blanks in the story. Use a word 
from the list. 



station 

needed 

worked 

Vinh, 

He 



-called 
^experience 
hire 



asked 
about 
suggested 



notices 
, newspaper 



a Job. He 



looked 
ar* Ived 
talked 

at the classified ads in t^ie 



■ three interesting ads: on e for a mechanic^ one for an autobody worker, 
and one for gas help. He , for interviews at all three places. 



The gas station manager 
When Vinh . 



Vinh to come at 9:00. 



manager askedi^Vinh . 
last year. 

The manager didn't 
and training. 



_at the service station^ he 
his experience, Vinh _ 



.to the manager. Tlio 



.in hi u. cle's garage 



Vinh, But he 



.that Vinli get more 
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13/ (a) RgfljtM HtgflM* 

You mAt A Jdb, bat you t find A. atiipowtv devtlopmsnt 

program can help. A ^npower program offers edudation, counseling' and 
job placement. When you go to the program office, you talk to a Job 
counselor. He Interviews you. lie asks about your education, work ex- 
perience 'and interests, ^e can suggest a suitable Job for you. 

Perhaps you worked in a garage. You enjoyed the work, but you can't 
find the same position in your new town. The counselor may suggest dif- 
ferent kinds of related Vork. Perhaps your town has too many mechanics, 
but it needs autobody repair workers. The manpower program can teach you 
new skills. 

You and the job counselor work together. You know your Interests, 
experience and goals, the counselor knows the job market and training 
programs. Together you work out the right plan for you. 

(b) Comprehension Questions . 

1. What does a manpower program offer? 

2. Who talks to you in the program office? 

3. What does the counselor ask about? 

4. How can the counselor help you? 
5* What can he suggest? 
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VOCABULARY 



• .-5 



Nouns 

background 

education 

£oal (s) 

infinitive 

position 

station 



Expressions 

Hold on 
It*s worth a 
Sounds great 
That's right 



>. 



try, 



Verbs 

arrange (d) 

consider 

continue 

enjoy(f ^) 

enroll ( i) 

hire 

hope 

intend. 

interview 

join 

notice 

plan 

underst v 
visit 



Descriptive Words 
ago 

during 

export 

interesting 

nervous 

open-entry 

perhaps 

related 

same 

suitable 
together 
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TASK SKKIiT //3 



Who did you 
Date speak with? 



When did yi)u j.pi ak 
with him or hex ? 



What was yi>ar 
first couunc-nt ? 



Successful 
or not? 



Remarks 



5-25 ' friend 



lar>t ni)'.h( 
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OBJECTIVES FOR THZ TEACHER; 
Listenlhg Coroprehenslon 

Student will be able to: 

1. Comprehend and answer simple questions about the 
conversation. 



Speaking ♦ 

* 

Student will be able to: 

1. Give an appropriate response when: 

a. asked about adjectives describing time and place. 

b. asked about adjectives describing qualities. 

c. asked questions using expressions of time. 

2. Recite a short dialogue with one another. 

3. Ask questions to elicit the above Information. 

4. Perform all of the above ,w 1th acceptable pronunciation. 

Reading and Writing 



Student will be able to: 

1. Read a passage and answer comprehension questions for 
homework/ sea twork . 

2. Complete a short writing assignment for homework/sea twork, 

\ 

0 B J E C T' I VES FOR THE STUDENT: 

\ 

Inithls lesson you will: 

1. \ Listen to and understand the conversation. 

2. Learn words to describe time and place. 

3. Learn words to describe qualities* 
Learn expressions of time. 

5« Memorize a short dialogue. 

6, Have a short conversation with another student. 
?• Read a short selection and answer questions. 
8. Do a short writing assignment. 

INSTRUCTIONAL AIDS: 



Task sheet 
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COJWVERSATrON 



To the Teacher? 



To the Student; 



The following fconservation is intended to introduce the 
student to 1) the predicate ad jective , and 2) the 
Irregular past tense. Follow the same presentation 
procedure as outlined in Units 1-3. 

Listen to the following conversation. Do not memorize it . 

1. Follow along in your book as your teacher reads 
the conversation. 

2. When your teacher tell^you to do so, close your 
book and listen to the conversation again. 

3* Open your book. Your teacher will explain words 
and sentences you do not uftderstand. 

4. Close your book. Listen to th^ conversation again. 

5. Answer the questions your teacher asks. Give 
* short answers • 

\ 



Situation; Marta is telling Vinh about Job interview \^th Mrs; O'Brien 
'Vinh: Hi, Marta. How did the interview go? \ 
Marta: jt v?as pretty good. I was a little nervous at fiXst, but 
Mrs. O^Brien was very nice and put me at ease. \^ 

Vinh; What happened? ^ \ 

Marta: Well, I filled out the application blank ... ^ \ 

Vinh: Didn't you take a resume? 

Marta: Yes. I gave her the resume, but Mrs. O'Brien needed the 
information on their forms, too. After I filled out the 
forms, she asked me a lot of questions. 

Vinh: Did she ask about your job experience? 

Marta: Yes, but she also wanted my references and she asked a lot 
of questions about the manpower program. She was impressed 
by the training. 

Vinh: Was thaj: it? 

Marta: No* \ inok a typing test* I typed a business' letter 
and a long, column of numbers. 

Vinh: How did you do? Did you make any mistakes? 

Marta: 1 didn^t* The test was easy, except the machine ran out 

of ribbon right In the middle of the letter. I knew how to 
change it. Mrs. O'Brien was pleased. 
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Vlnh: Whit an ««ty Inttrvltw* 

Marta: Yes, It was. Mr a. Carlton taught u« about interviews at 
school. I was ready. 

Vinh: Did she offer you the Job? 

Marta: Well, no. She said she'll call at the end of the week. 
Comprehension Questions 

1. What did -Marta take with her? 

2. Did she fill out an appliciation form? 

3. What did Marta type? 

fl. A. Was Marta' s interview easy? 

5. Who taught Marta about interviews? 

Ihe following exercises drill predicate adjectives and adverbs: 



It 


• * 

was 


easy. 






pretty good. 


I 


was 


ready. 






a little nervous. 






impressed. 



le Repetition Drill . 



It was easy. 

I was ready* 

She was Impressed. 

Mrs. Q^Brlen was nice. 

Mrs. O'Brien was pleased. 

It was pretty good. 

I was a little nervous. 



/ 

Repeat the following sentences; 
after your teacher. , 

I 



2. Substitution Drills 



T: I'm ready, 
late 
nervous 



S: 



Repeat the first sentence a^ter 
your teacher. Than make a ; 
sentence using the cues provided.* 



I'm ready. 
I'm lace. 
I'm nervous. 
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(b) 

T: X*» not ready. 

late 
nervoua 



S: I*m not read7« 
Z*m not late, 
not nervous « 



(c) 

T: Hleu was early« 
away 
sick 



S: Hleu was early. 
Hleu vas away. 
Hleu was sick. 



(d) 

T: Hleu wasn't early* 

away 
sick 



S: Hleu wasn't early. 
Hleu wa'sn't away. 
Hleu wasn't sick* 



(e) / 

T: The personnel ,.>»>av ^ will be 
on tliua« 

late. 



S: Tne personnel manager will be 
* on time. 
The personnel manager will be 
late. 



T: The personnel manager won't be 
on time. 

late. 



S: The personnel manager won't be 
on time. 
The personnel manager won't be 
late. 



(8) ; 

T: Hieu a^d Vinh were pleased^ 

happy 
. tired 



Hleu and Vlnh were pleased, 
Hleu and Vlnh were happy. 
Hleu and Vinh were tired. 



(h) X 

T: Hie. u nnd Vinh weren't pleased. 

happy 
tired 



S: Hleu and Vlnh weren't pleased. 
Hieu and Vinh weren't happy, 
Hieu and Vinh weren't tired. 



(i) 

T: Is the test easy? 

difficult 
accurate 



S: Is the test easy? 

Is the test difficult? 
Is the test accurate? 
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(J) 

Tt Z»ii*t the t«it Mfy? 

difficult 
accurate 

(k) 

T: Were tlarta and Vlnh here? 

over thefe 
on time 

(1) 

T: Weren^t Marta and Vlnh here? 

* over there 
on tinie 

3e Multiple Substitution Drill > 



T: Marta vas early yesterday » 
today 
will be 
They 
late 

tomorrow 
I 

ready 

In an hour 

You 

were 

yesterday 

4e Question and Short Answer Drlll e 
Ask the question* Have students 
give short affirmative or negative 
anayers. 

T: Am I late? 
Is he late? 

Are Vlnh and Marta early? 
Is the employee reliable? 
Is the office sunny? 
Are the figures accurate? 



8t Zen^t the ttit taiy? 

Isn^t tlie test difficult? 
Zin^t the test accurate? 



S: Vere Marta and Vlnh hete? 

Were Marta and Vlnh over there? 
Vere Marta and Vlnh on time? 



S: Weren^t Marta and Vlnh here? 

Weren^t Marta :nd Vlnh oyer there? 
Weren*t*Marta and Vlnh on time? 



Repeat the first sentence after 
your teacher. Then make a sentence 
using the cues provided, 

S: Marta was early yesterday. 
Marta was early today* 
Marta will be early today. 
They, will be early today. / 
They will be late today. 
They will be late tomorrow, 
I will be late tomorrow. 
I will be ready tomorrow. 
I will be ready in an hour. 
You will be ready in an hour. 
You were ready in an hour. ^ 
You were ready yesterday* V 



Answer your teacher's question in 
the affirmative or negative. 



S: Yes, you art. (or 

No, you aren't*) 
Yes, he is. (or 

No, he isn't.) 
Yes, they are* (or 

No, they aren't 0 
Yes, (he) (she) is . (or 

No, (he) (she) isn't.) 
Yes, it is. (or 

No, it isn't.) 
Yes, they are . (or 

No, they aren' t . ) 
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Cued Iciest Ion and Answer Drill . 
Write the following conplements on 
the board. Provide the subject and 
ask first student to ask the ques- 
tion "WasA/ere ..I?" Ask second 
student to* give a negative answer ' 
and provide the second complement, 
"It was/They were . . . *' 



'accurate / Inaccurate 
dependable / undependable 
noisy / quiet 
safe / unsafe 



Your teacher will write the 
following predicate adjcwMves 
on the board. Use the cues he/ 
she provides and ask the question 
"Was /We re ...?•• Then give, a 
negativie answer and make a sentence 
using the adjectives in the right- 
hand column. 

reliable / unreliable 
prompt /late 
sick / well (fine) 
late / on time 
early 

Were the accounts accurate? 
/N^ they weren't. They were 
V-/ ina c cura te . 

Were the employees dependable? 
No, they weren't. They were 
undependable. 

Were the machines noisy? 
No, they veren^t. They were quiet. 

Were the elevators safe? 
No, they weren^t. They were 
urtsa fe« 

Was the typewriter reliable? 
No, it wasn't. It was unreliable. 

Was the bus prompt? 
No, it wasn't. It was late. 

Was Vinh sick? 

No, he wasn't. He was well (fine)» 

Were the trains late? 
No, they weren't. They were on 
time (or They were early.) 

The follow 'ng exercises drill the irregular past tense/of verbs, ^hany of which wer 
introduced in Unit V; 



accounts accurate 


s • 




el* 


employees dependable 








machines noisy 


h' 










elevators safe 






"2 = 


typewriter reliable 








bus prompt 


s^: 






Vlnh sick 






I'' 


trains late 






'l! 




2* 





It 


was 


pretty good. 




Mrs. O'Brien 


put 


me dt ease. 




you 


take 


a resume? 




you 


make 


any mi strikes? 
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6. Repetition Drill * 



Repeat the following sentences 
after your teacher. 



It was pretty good. 

I was a little nervous. 

Mrs. O'Brien put roe at ease. 

I gave her the resume. 

I took a typing test. 

The machine ran, out of ribbon. 

Mrs. Carlton taught us about Interviews. 

How did the Interview go? 

Did you make any mistakes? ' ' 
Didn't you take a resume? 



7. Substitution Drills. 



V 



(a), 

T: The machine ran out of ribbon, 
engine /gas 
pen/ ink 
typist/paper 

.restaurant/ the special 
bakery /doughnuts 
* patient/medicine 



(b) 



T; Mrs. Carlton taught us about * 
interviews. 

* gr.ve us information 

/ spoke to us 

sent for information 



(c) 

T: Did you make mistakes? 

have trouble 

find the shop 

send for th^ information 

take a resume 

Ro to the interviews 



S: 



S: 



Repeat the first sentence 
aftei- your teacher, Theil 
make a sentence using the 
cues provided. 



The machine ran out of ribbon. 

The engine ran out of gas. 

The pfe^rari^out of ink. 

The typist ran out of paper. 

The restaurant ran out of the special. 

The bakery ran out of doughnuts. 

The^ patient ran out of medicine. 



Mrs. Carlton taught us about 

interviews, 
Mrs. Carlson gave us information about 

interviews. 
Mrsi Carlton spoke to us about 

interviews. 
Mrs. Carlton sent for information 

dbout interviews. 



Did you make mistakes: 

Did you have trouble? 

Did you find the shop? 

Did you send for the information? 

Did you take a resume:? 

Did you go to the interviews? 
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8. Multiple Substitution . 



T: Marta went to an interview 
yesterday. 

I 

a restaurant 

ate at 

They 

today 

net 

Vinh and Hieu 
the post office 
^. an hour ago 
left 
You 



9. Answer Drill . 

Ask the question. Have students 
answer using the past tense of 
the verb in your question. 

T: Did you take your resume? 
Did you drive the car? 
Did you break the appointment? 
Did you buy the tickets? 
Did you send the application form? 
^d you leave a telephone number? 
Did you forget your forms? 




Repeat the first sentence after • 
your teacher. Then make a 
sentence using the cue a provided. 

S: Marta went to an Interview 

yesterday. 
I went to an interview yesterday. * 
I went to a restaurant yesterday. 
I ate at a restaurant yesterday. 
They ate at a restaurant yesterday. 
They ate at a restaurant today. 
They met at a restaurant today. 
Vinh and Hieu met at a restaurant 

today. 

Vinh and Hieu met at the post 

office today. 
Vinh and Hieu met at the post 

office an hour ago, 
Vinh and Hieu left the post 

office an hour ago. 
You left the post office an hour . 

ago. 



Answer the question your teacher 
asks. Use the past tense of the 
verb in the question. 

S; Yes, I took it. 

Yes, I drove it. 

Yes, I broke it. 

Yes, I bought' them. 

Yes, I sent it. 

Yes, I left it. 

Yes, 1 i-.iix chem. 



10. Answer and Cued Response Drill . 
Ask the question. Have student 
give a negative short answer. 
Then provide the cue and ask the 
student to provide a sentence in 
the past tense. 

T: Didn't 

bus stop? 
at school 



Answer the question in the negative, 
riien make a sentence in the past 
tense using the cues provided. 



S: No, they didn't. 
They met at school. 
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T: Didn't Marta leave a application 
at school? 

at the employment office 

Didn't you take yotir resume 
to the Interview? 
personal data card 

Didn't he go to his appointment 
on Monday? 
on Wednesday 

Didn't Mr. Hunt go downtown? 
his office 

Didn't you put the tickets in 
your pocket? 
In my briefcase 

Didn't Hieu ride the bus uptown? 
downtown 

Didn't they buy their sandwiches 
at the restaurant? 
. coffee shop 



S: No, she didn't. 

She left It at the employment office. 
No, I didn't. 

I took my personal data card. 
No, he didn't. 

He went oh Wednesday. 

No, he didn't. 

He went to his 0ff4.ce. 

No, I didn't. . 

I put them in my briefcase. 

No, he didn't. ' 

He rode It downtcwn. 

No, they didn't. 

They bought them at the coffee shop. , 



11. Short Dialogue . 

Memorize the following dialogue. 
Situation! Hieu and David aie talking about Hieu's typing test. 



Hieu: I took a typing test today. 

David: Was it easy? 

Hieu: No, It was difficult. And 1 was nervous • 

David: Did you make a lot of mistakes? 

Hieu: I made a few* But next tine I won't be nervous. 



.Review: Wh-words. 



12. Cued Question and Answer Drill s 

Provide the first cue. Have first 
student ask, "Did you ..•?" Second 
student will ansx^/er, '*Yes I did." 
Then provide the second cue and have 
first student ask a second question. 
Give the third cue, and have second 
student answer using the cue. 

T: take resume S 

S. 

When S' 
today S; 



Use the first cue your teacner proviaes, 
and ask^ "Did you . . . ?" Answer with, ' 
"Yes, \ did.'* Then use the second cue 
and ask a question. Answer the question 
the third cue your ^teacher provides. 



Did yoli take your resume? 
Yes^ I did. 
Wlien did you take it? 
I took it todcv. 
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bre«k <^ppoinCm«at . 

» 


1 


Why 




was tick 


sl: 
2 


leave telephcffie number 


S,: 


Where 


1 


with the receptionist 






2 




S, : 






Why 




vd8 nervous 


si: 

2 


9 




drive downtown 


S, : 




^^ 


Why 




was late 






2 


send the aDDllcatlon form 


c • 


When 


1* 
^2- 


this morning 


si- 

2 


go to the Interview 

w 


S, : 
1 






How 




pretty well 


si- 

2 


lose the address 


S, : 




1 

^2- 


Where 


s,' 


at the movies 


sj: 
2 


meet the Dersonn^*! dirpot-nr 


c » 




1" 


Where 




in (her) (his) office 





Did you >reak the appblHtpent? 
Yea, I did. 

Why did )fou1)reak it? 
Z waa sick. 

'Did you leave a telephone number? 
Yes, I did. 

Where did you leave it? 

I left it with the receptionist. 

Did you make a lot of mistakes? 
Yes, I did. 

Why did you make them? 
I was nervous. 

Did you drive downtown? 
Yes, I did. ' _ 

Why did you drive? 
I was late. 

Did you send the application form? 

Yes, I did. 

When did ycu send it? 

I sent it this morning. 

Did you gc to the interview? 

Yes, I did. 

How did 'it go? 

It went pretty well. 

Did you lo?s the address? 
Yes, I die. 

Where did you lose it? 
I lost it St the movies. 

Did you rai.-'z the personnel director? 
Yes,- I did. 

Where did ycu meet (her) (him)? 
I met (her. (him) in (her) (his) 
office. 



Role Playing Activity . 



I. Marta tells Krs. Carlton about her ir.-.erview. 

II. Vinh tells Hieu about his interview the garage. 

III. Tell your friend about applying for c job at a coffee 
shop. 
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14 « (a) Reading fiassage 

Interviews 

You're looking £or a Job. You read the vant ads this morning. ^ 
You saw an Interesting job, so you called £or an Inbao^lew. Mr. Bell> 
the personnel o££lcer» asked you to come for an Interv^w at 3:00. 
You remembered the advice o£ the Job counselor. You gcMb there on time 
and valted outside Mr. Bell's office until he was readM £or you. You 
gave' him your resume and letters of reference. Mr. Berl looked at 
them.^ Then he told you about the Job and the company. He explained 
the company's policies and the opportunities for advancement. He 
asked you for questions. You asked about sslary and -education assist** 
ance. He answered these questions. Then he offered you. the Job. 
, . ' /' 

• You're happy. The Interview went well. But are you going to 

take the Job? 

The work sounds Interesting. You'll have a variety of things 
to do. You can take courses at a local college. The company will pay 
for them. Then you can qualify for a better Job with the company* 
The company benefits are excellent. The pay Is good. More Important, 
you will have a chance to advance. But, the office Is far away. 
You'll have to ride the bus for 45 minutes to get to xi;ork. You work 
day will be long. 

Still, it's a good opportunity. Maybe you can uiove closer to 
the office. You liked Mr. Bell and the company. Mr. Bell was help- 
ful and nice. The company is big and growing. The Job offers you a 
chance for advancement. 

Maybe you'll take the job. Maybe not. Still, the interview 
was Interesting. It wasn't difficult. You were nervous at first, but 
Mr. Bell put you at ease. Next time, you won't b^ afraid of an 
Interview* i 

lA.(b) Comprehension Questions 

1. At what time was your interview? 

2. What did. you ask Mr. Bell about? 

3. Is the office close to your home? 

4. Where can you take courses? 

5. How did you find out about this job? 

• 

15. Homework/Sea twork 

Place the following words int 
the blonks below, 

left nervous Avenue garage 

caught went to apply in front of 

easy bus driver early know 
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Vlnh • to « garage, yesterday. He wanted for a 

Job, The garage vas at 192. Forest Hill ^ . He ■ his 
apartment early in the morning. He waa becauae he didn't 

' the vay» He " the buia- , his apartment building. 

He asked the ^or directions .1*^ The trip to the • 

yaa ■ and Vinh got there 
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VOCABULARY 



Nouns 

assistance 

column 

doughnut (s) 

engine 

letter 

machine > 

medicine 

middle 

mistake (s) 

movie (s) 

patient 

pocket 

polity(ies) 

potato (es) 

restaurant 

ribbon 

sandwich (es) 

test 

variety 



. (Descriptive Words) 

pleased 
pretty 

prompt 
ready 
reliable 
safe 

unreliable 



Expressions 
at ease 



Verbs 

break 
catch 
forget 
qualify 
run out 



Descriptive Words 

acciiirate 

afraid 

away 

business 

dependable 

helpful 

impressed 

local 

noisy 

on time 
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SUKET' if/ 7 



GIVING INFORMATION AT THE JOB INTERVIEW 



Date 


Who did you 
speak with? . 


His/her title 


Name of Co. 


What did he/she 
ask you 


What was 
your answer 


Successful? 


Remarks 




•• 

• • 


Mr,. Lonnie 


• 

Manager" 


Taylor 
Toys 


Can you start 
next week? 


Yes I can 
Start any^ 
time. 


Yes 










• 


« 


\ 


• 


• 














t 






o 

OS 








• 








• 














• 








1 
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UNIT EIGHT • J 

« * 

OBJECTIVES FOR THE TBACHERt 

^ ' . — ^^^^^^^^^ — ^ I , III 

Listening Comprehension ^ 
Student wUI be able to: 

1. Comprehend and answer simple questions about the conversation.- 

2. Identify benefits of a full-time Job. . 

Speaking 

Student will be able to: / 
!• Give an appropriate response when: 

a, asked about the benefits provided by employers • 

b. asked about salaries., overtime and hours of work; 

2. Recite a short dialogue with one another. 

3. Ask questions to elicit the above information, 

4« Perforin all of the above vith acceptable pronunciation. 

Reading and Writing 

0. 

Sbudent will be able to: 

I. Read a passage and answer comprehension questions lor homework/ 

seatwork* ! 

* 2. Complete a short writing assignment for homevork/seatvdrk* 

» 

OBJECTIVES FOR THE STUDENT: 

I 

In this lesson you will: 

1, Listen to and understand the conversation. 

2« Learn words about benefits provided by an employer, 
3« Learn words about salaries and hours of work* ,' 

4. Learn to ask about benefits^ salaries and hours ^£ work. 

5. Memorize a short dialogue. I 

6. Have a short conversation with another student* / 

7. Read a short selection and answer questions. / 

8» Do a short writing assignment. j 

I 

INSTRUCTIONAL AIDS : ' 

1* Pay check and tax table forms to accompany Drill No. 14, 

2. Task sheet 
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CONVERSATION 

To the Teacher ; The following conversation Is Intended to Introduce the student 

to 1) Wh-words How many and How rouch and countable and non- 
countable nouns, 2) quantifiers, and"- 3) Would like to used as 
an expression. Follow the sane presentation procedure as outlined 
In Units 1-3. ' 
This conversation Is not for memorization . 

***** / 

To the Student ! Listen to the following conversation. Do no t memorize It . 

1. Follow along In your book as your teacher reads the conversation. 

2. When your teacher tells you to do so, close your book and listen 
to the conversation again. 

3. Open your book. Your teacher will expalin words and sentences 
you do not understand. 

A. Close your book. Listen to the conversation agian. 

5. Answer the questions your teacher asks. Give short answers. 



Situation ; Mrs. O'Brien called Marta. Now, Marta is talking to Vinh. 

^4rta: I just got a call from Mrs. O'Brien. She offered me the job! 

Vinh : Terrific! Will you take it? 

Marta: Probably. I have to decide by Monday. The jbb doesn't pay that veil. 

Vinh : How much is the salary? 

Marta: It's $520 a month, before taxes. But there are a lot of benefits. 

Vinh : That's good* In class, Mrs, Carlton gave us some good advice, She 

saiu rh?t benefits can be as important^s salary. What are the benefits? 
How much vacation do you get? 

Marta: Well, I get two week^r of paid vacation and due day of sick leave per 
month. 

Vinh : That sounds good. Do you get health insurance? 

Marta: Yes, I do, but not dental. Also, I will get life insurance and a discount 
on car insurance through the agency. 

Vinh : Is there a credit union? 

Marta: No. I would like to join one. I need to buy a car and riany credit 

unions lend money at low interest. But, I can take izhe bus until I 

save enough money to buy a car. 

iS,9 
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Vlnh : How many hours a veek will you work? 

Marta: I'll work 9 to 5, five days a week* But I'll have to work 
some Saturday mornings. That's not too much* 

Vlnht The job seemii^ood: lots of benefits, and not too much work. 

Marta: The work will be Interesting. I Just decided. I'm going to 
take the Job! 

Comprehension 9"68tlor^s . 

Teacher: What did Mrs. O'Brien offer Marta? 

What j^lce did Mrs. Carlton give ^ the class about salary? 
What kii^ds of insurance will Harta get? 
•• Why: -does Marta* want to join a credit union? 

How many days a week will Marta work? 
Will Marta take the job? 



The following exercises drill questions words, How much and How many , and countable 



How 


much 


money 


will you earn? 




much 




is Che salary? 


1 


* 

many 


days a week 


will you work? 


• 


many 


days off 


do you have? 



1, Rei^etitio n Drill . 



Repeat the following sentences 
after your teacher. 



How much money will you earn? 

How many overtime hours will you work? 

How much work will you have? 

How many days off will you have? 

How much training will you get? 

Hov; much is the salary? 

How much vacation do you get? 

How many days a week will you work? 
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2, Substitution Drills. 



(a) 

T: How inany\interest8 do you have? 
^tervlews 
skills 

certificates 
years of education 

years of ej(perience 



Repeat the first sentence after 
your teacher,, Then make- a sentence 
using the cues provided. ^ 



S: How many Interests do you have? 
How many interviews do you have? 
How many skills do you have? 
How many certificates uo yuu nave? 
How many years of education do 

you have? 
How many years of experience do 

you have? 



(b) 

T: How much work do you have? 
space 
time off 
comp time 
^ overt line 

experience 

training 

insurance 

3. Answer Drills , 

Ask the questions and have 
students answer them using 

a 'few/several, " in (a) 
and*\.. a lot/a little;" in 
(b). 



Kow much 
How much 
How much 
How much 
How much 
How much 
How much 
How much 



•1 

work do yoti have? 
space do you have? 
time off do you have? 
comp time do you have? 
overtime do you' have? 
experience do you have' 
training do you have? 
insurance do you have? 



Answer your teacher's questions. 
Use "... a few/several." in (a) and 
"... a lo4:/a little.", in (b) in your 
answers . 



(a) 





T: How many deductions will 


Mart a 






' take? 




si 




How many benefits will we 


get? 






How many people will Mrs. 








O'Brien interview? 




^ 

^2 




How many advantages does 


the 


c 




job offer? 




i 

•^2 



She'll take a few. 
She'll take several. 

We'll get several ♦ 
We'll get a few. 

She'll interview several, 
She'll interview a few. 

It offers several. 
It offers a few. 
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(b) 
Ts 



How much overtime will tlarta work? 

How much credit do you want? 

How mdch opportunity for 
advancement , £8 there? 

How much interest does the 
credit union charge? 

Question and Answer Drill , 
Provide the cue and have sutdents 
ask question using "How much" or 
"How many^' and the cues you provide. 
Ask them to answer with, "Just a 
little." or "Just a few." 

days off 
benefits 
breaks 
work 

experience 
references 
training 
holidays 



si-. 



s. 



She'll work a lot. 
She'll work a lUtle. 

I want a lot. 
I want a little. 

There's a lot. 
There's a little. 

It charges a lot. 
It charges a little. 



Use the cue your teacher provides , an 
ask a question with, "How much... do 
you have?" Answer with, "Just a little, 
or "Just a ver." 



How many days off do you have? 
Just a few. 

How many benefits do you have? 
Just a few. 

How many breaks do you have? 
Just a few. 

How much work do you have? 
Just a little. 

How much experience do you have? 
Just a little. 

How many references do you have? 
Just a few. 

How much training do you have? 
Just a little. 

How many holidays do you have? 
Just a few. 



5. Short Dialogu e. 



Memorize the following dialogue. 



Vinh: I would like a job with some overtime hours. 

Marta: Why? 

Vinh: Overtime pays time-and-a-half, 

Marta; Do you get one-and-a-half times, the regular pay for each 
overtime hour? 
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VlnH That • 8 right I 

Kfto: Wow. I woul^ike to work late for that kind of 



i^Uke 



money. 



The following exercises drill quantifiers: 





« 

Quantifiers 








I'll have to vork 
There are 

The job doesn't have 
Do I get 


Many 
some 

a lot of 

much 

any 


credit unions lend money 

Saturdays. 

benefits « 

workr 

time off? 







6. Repetition Drill . 



Repeat the following sentences 
fifter your teacher. 



Mrs. Carlton gave us some ^ood advice. 

Many credit unions lend money at low prices, 

I'll have to wrk some Saturday mornings. 

The job doesn't have much work. 

There are a lot of benefits. 

I would like to get some credit. 

Do I get any time off? 



7. Substitution Drills. 



Repeat the first sentence after 
your teacher. Then make a sentence 
using the cues provided. 



(a) 

T: There are 



(b) 
T: 



a lot of benefits, 
many 
some 
a few 
several 



Many credit unions lend money. 

Some 

A few 

A lot of 

Several 



S: There are a lot of benefits. 
There are many benefits. 
There are some benefits. 
There are a few benefits. 
There are several benefits. 



S: 



Many credit unions lend money. 
Some credit unions lend money. 
A few credit unions lend money. 
A lot of credit unions lend money, 
Several credit unions lend money. 
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(c) ^ 
T: I don't have much time, 

work 

sick leave 
annual leave 

(d) 

7; Marta would like some health 
Insurance « 

employee 

benefits 
advice 
hints 

Information 



S: I don't have much time. ^ 
I don't have much worke ' 
X don^t have much sick leave, 
X don't have much annual leave « 



lift "•:'fSS 



S* Marta would like some health Insurance. 



Marta would like some employee benefits, 

Marta would like some advice. 

Marta would llHe some hints. 

Marta would like some information.* < 



T: 




Don't you have any bus tickets? S: 

application forms 
information 
uniforms 
Job leads 



Ask the following questions. 
Have 8tud>tf!T?^give short answers 
tive or negative. 



Do most newspapers list want ads? S: 
Do all private agenices charge you 
a fee? 

Do many employers want to interview 
you? 

Do a lot of application forms ask 

about your religion? 
Do most ads give you all the facts? 
Do ai.1 schools have placement offices? 



Don't you have any bus tickets? 
Don't you have any application forms? 
Don't you have any information? 
Doot't you have any uniforms? 
Don't you have any Job leads? 



Give short answers to your teacher's 
questions. Answer *^es, ... do.** or 
"No, ... don't." in a) and "Yes, ... 
would." or "Ko, ... wouldn't." In b). 



(Yes , they do . ) 

(Yes, they do.) 

(Yes, they do. ) 

(No, they don't.) 
(No, they don't.) 
(No, they don't.) 



(b) 
T: 



Would you like any health 

insurance? 
Would you like any deptal 

insurance? 
Would you like some credit 

references? 
Would you like some good advice? 
Would you like s littls time off? 
Would you like a lot of weekend 

hours? 



(Yes. I would.) 
(No, I wouldn't.) 

(Yes, I would.) 
(Yes, I would. ) 
(Yes, I would. ) 

(No, I wouldn't.) 
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9. Substitution Drill. 



Repeat the first sentence after 
,your teacher* Then make a sentence 
using the cues provided. 



T: I'll work five days a week. 

ten hours a month 
forty hours a week 
some Saturdays 
a lot of weekends 
a few weekends 

10. Multiple Substitution Drills . 



(a) 

T: 



(b) 
T: 



•Marta will make $520 a month.. 

get 

won't 

Vlhh 

any benefits 

didn't 

many 

interviews 



Hleu filled out a lot of applica- 
tion forms ♦ 
several 

mailed 
Vinh 
took 
tests 

a few 
Marta 

many 
passed 



S: I'll work five days a week. 
I'll work ten hours a month, 
I'll work forty hours a week. 
I'll work some Saturdays. 
'I'll work a lot of weekends 
I'll work a few weekends. 



Repeat the first sentence after 
your teacher. Then make a sentence 
using the cues provided. 



S: Marta will make $520 a month. 
Marta will get $520 a r.:onth. 
Marta won't get $520 a month. 
Vinh won't get $520 a month. 
Vinh won't get any benefits. 
Vinh didn't get any benefits. 
Vinh didn't get many benefits. 
Vinh didn't get many interviews. 



S: Hieu filled out a lot of application 
forms. 

Hieu filled out several application 
forms. 

Hieu mailed several application forms 

Vinh mailed several application forms, 

Vinh took several application forms. 

Vinh took several, tests. 

Vinh took a few tests, 
Marta took a few tests. 

Marta took many tests. 

Marta passed many tests. 



ERJ.C 



196 

201 



PRE-VOC (8) 9 



jtvUw: What ti»t In qu»»tlQiH t 

Question and Free Response Orlll ^ 
Ask first student to answer your 
question and then ask ^the sam^ 
queiBtlon^ Have second student 
answer. Students may give treason- 
able answers. 

What time do you start \rork? 



What time do you finish work? 



What time do you eat lunch? 



What time do you go to bed? 



What time do you get up? 



What time do you leave the 
house? 



What time do you get home? 



Role Playing Activity . 
Have the students use the 
following four situations 
to make up simple dialogues. 



'I' 



'2' 



Answer your teiacher's question. 
Then ask the same question, and 
give' a reasonable answer. 



At (9 o'clock). 
What time do you start work? 
At (10 o'clock). 

At (5 o'clock). 
What time do you finish work? 
At (5:30). 

At (12:15). 

What time do you eat lunch? 
At (1 o'clock). 

At (11:3( 

What tlme\do you go to bed? 
At (11 o'dlock). 

At (6:45).l 

What time do you get up? 
At (7 o'cl(t>ck). 

At (8:10). 

What time d|o you leave the house? 
At (8:15). 

At (5:30). 

What time do you get home? 
At (6:40). 



Have a short conversation with 
another student about the follow- 
ing situations. 



I. Marta and Vinh discuss the benefits of Karta's job, 

II. Mrs. O'Brien and Karta discuss the deductions in Marta's 
paycheck. 

III. Marta wonders about health and dental insurance. 
Vinh encourages her to get some. 
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13. 



Completion Drill . 
Students should fill In the 
blanks with the appropriate 
word from the list. 



Fill in the blanks In the story. 
Use a word from the list. 



friend 
a week 
Saturdays 



painter 

social security 
withheld 



overtime 
a lot 
pay 



earn 

net 

also 



Vlnh's 



Hleu has a job as a 



In regular pay. He also works 

earned $20 In overtime 

tax and $6.44 for 
. The union 



some 



His boss 



That amounted to 



He makes $90 

This week, he 
$11.10 for income 
. of deductions. 



pay did Hieu 



charged a little bit, $2,40. How much 
this week? 



14 . (a) Reading Passage , 

"Taking Vinh to the Cleaners" 

Friday was a great day for Vinh. He received his first paycheck 
from Acme Cleaners. But Vinh was a little puzzled. There were a few 
things he didn't understand. His regular pay plus\ overtime pay equalled 
$130.00. $19.70 was deducted for federal income tax. Vinh's friend, 
Hoang, also earned $130.00, but his federal tax was only $12.00. Why? 

Vinh asked his employer. Mr. Ace showed Vinh the tax tables. 
They describe how much each person pays in taxes. There was one table 
for Vinh, who is single, and anotheif table for Hoang, who is married. 
Each table lists wages earned and exemptions claimed. Each man earned 
$130.00 in wages. Vinh had one exemption, himself. Hoang had 3 
exemptions, himself, his wife, and their daughter. Hoang pays less 
money in taxes because he is married, and because he has more exemptions. 

14. (b) Comprehension Questions . 

1. Did Vinh understand his paycheck? 

2. Why does Hoang pay fewer taxes than Vinh? 

3. What are the three deductions for on Hoang' s paycheck? 

4. How much income tax would you pay on $100.00 a week 

with two deductions; on $93.00 a week with six deductions? 
Use the table on p. 12 to answer this question. 
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VTMU VA'm T/)Mr 


From to ^"^^ 


Resular : 


110 


00 


Ovevrtime - ^ 


20 


00 














Total Earnlt 








WH/tax 

FICA 

ST/tax 


19 
7 
1 


70 
60 
72 


29.02 














Total Deductions 


Amt. of Check 


100.98 



ACME 



CLEANERS 



Pay 

to the 
order of 



$ 



Dollars 



Branch Office 
CALHOUN NATIONAL 
BANK 



■62 
84 

•86 
68 

90 
$2 
94 
96 
93 

100 
105 
110 
115 
120 

125 
130 
135 
140 
145 



than 



. FEDERAL TAXES 

SINGLE Persons— WSSrCLY Payroll Period 



Th# tmount of «>*iconi<i'ttx to w*t^SQia t^4H 



532 


S12.C0 


S3 10 


; S5 iO 


S3P0 


84 


1240 


950 


! 6.S0 


4.2c 


C6 


12. BO 


980 


! . 7.20 


4 60 


BS 


13:0 


10 20 


7.C0 


5.C0 


SO 


13.(i0 


10.60 


8.00 

1 • 


5.40 


92 


14.10 


11. CO 


' 8.50 


5.70 


94 


14 to 


11 40 


8.'0 


6.10 


96 


14 W 


11. SO 


SCO 


6 40 


98 


15.00 


12.no 


9 -0 


6£0 


100 


15 vo 


12.70 


9.H0 


7.C0 


105 


'.6 


13.40 


10 0 


7.50 


110 


17.50 


iO 


n.so 


e.70 


115 


18€0 


15 iO 


1? CO 


9 CO 


120 


• 19 CO 


10. tO 


i:-.£D 


lC.cC 


125 


20.70 


17.60 


14. eo 


11.60 


130 


21.70 


16.70 


15 70 


12C0 


135 


22 eo 


19 70 ( 


16 -0 


13.70 




23 60 


:oco 


17 CO ! 


14 70 


145 


24 i-O j 


21 £>3 


ie CO 


15 ao 


150 


2'5 90 


22.E0 


19 90 


16.S0 



Sl.cO 
2.10 
2.50 
2 60 
2.90 

3.20 
3.50 
3.90 
4.20 
4. GO 

5.20 
6.10 
7 CO 
7 50 
8.60 

9.70 
10 70 
11.70 
12.E0 
13C0 



SO 


SO 


$0 


SO 


SO • 


so 


0 


0 


0 


0 


0 


0 


.30 


0 


0 . 


Q 


0 


0 


.60 


0 


0 


0 


0 


0 


.9Q 


. 0 


0 


0 


0 


0 


1.20 


0 


0 


0 


♦0 


0 


1.40 


0 


0 


0 


0 


0 


1.70 


0 


0 


0 


0 


0 


2.C0 


0 


0 


0 


0 


0 


2.30 


.30 


0 


0 


0 


0 


2.60 


80 


0 


0 


0 


0 


3.50 


1 50 


0 


0 


0 


0 


4.40 


2 20 


• .10 


0 


0 


0 


5.30 


2.90 


.80 


0 


0 


0 


6.20 


3.60 


1.50 


0 


0 


0 


7.10 


4.50 


2.20 


.20 


0 


0 


8.00 1 


5.40 ! 


2.C0 


.90 




. c 


8 00 1 


6 30 ' 


3.70 


1.60 


; 


■ 0 


9.60 1 


7 20 I 


4.60 


2.30 


.30 1 


0 


10.00 


8.10 


5.50 


3.C0 


1.C0 i 


0 
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'Nouns 



advantage (s) 
. a£ency 

annual leave 

application 

branch office " 

break (s) 

car insurance 

certificate (s) 

class 

comp time 

credit union 

deduct ion (s) 

dental insurance 

discount 

education 

employee (s) 

exempt 

exempt ion (s) 

experience 

fact(s) 

federal income . tax 

federal tax 

fee 

F.I.C.A. (Federal Insurance 
Contributions Act, or 
Social Security) 

form(s3 

health insurance 
' hint (s) 
holidayCs) 
income tax 
interest 
interests 
lead(s3 

life insurance 
painter 
paycheck 
payroll period 
price (s) 
religion 
sick leave 
State tax (St.) 
tax table (s) 
tax(es) 



ticket (s) 
uniform (s) 

withholding tax(tfli.) 



Verbs 

amount 

charge 

decide 

encourage 

equal 

join 

lend 

list 

mail 

offer 

wonder 



Descriptive Words 

claimed 
earned 
enough 
important 
low 
net _ 

overtime (n.+adj.) 
probably 
puzzled 
regular 
single 
terrific 
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TASK SttEElv^ 



Date 



3-23- 
78 



What job was 
advertised? 



Service 

Statilon 

Attendant 



ERIC * 



Opening 
Comment 



I'm 
calling 
for info- 
mat ion on 
the job 
you ad- 
vertised,' 



Question -about the 
Salary 



What is the salary 



please 



Salary 



$80/mot 



Closing 
Comment 



Thanks 
for your 
help. 



Successful 



. Ves 



Remarks 



o 



2<y.i 



